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FOREWORD 
 

This Department of Energy (DOE) Handbook, DOE-HDBK-1 078-94, Training Program 

Handbook: A Systematic Approach to Training, describes a systematic method for establishing 

and maintaining training programs that meet the requirements and expectations of DOE Orders 

DOE O 426.2, Personnel Selection, Training, Qualification, and Certification Requirements for 

DOE Nuclear Facilities and DOE O 426.1, Federal Technical Capability.  This Handbook 

contains no requirements. The systematic approach to training (SAT) includes five distinct, yet 

interrelated, phases. These phases include analysis, design, development, implementation, and 

evaluation. SAT is consistent with other systematically based training systems such as 

performance-based training (PBT), training system development (TSD), instructional systems 

development (ISD), and other similar methods. For the purposes of this Handbook, SAT and 

PBT are interchangeable. The systematic approach method may also be used in conjunction with 

other DOE orders and directives that contain personnel training and qualification requirements. 

 

This Handbook describes the more classical concept and approach to systematically establishing 

training programs. However, in some cases this classical approach has proven to be time- and 

labor-intensive, especially if excessive detail is expected. The risk and complexity associated 

with performance of a job or the nuclear hazard category of the facility affected may warrant the 

use of simpler, less detailed alternative methods to achieve results that are both satisfactory and 

effective. These methods are discussed in other Departmental and industry standards. 

 

Users of this Handbook should consider the variety of training options that are available for 

establishing and maintaining personnel training and qualification programs. Blending classical 

and alternative systematic approaches to training methods often yields the most effective 

product. Finally, users should emphasize the fundamental goal of any training program as they 

use this Handbook; that is, to prepare workers to do their jobs safely, efficiently, and effectively, 

and to protect the work force, the public, and the environment. 

 

Beneficial comments (recommendations, additions, deletions) and any pertinent data that may be 

of use in improving this document should be addressed to: 

Brendan M. Burns, PE 

HS-32, FORS 1F-045 

U.S. Department of Energy 

Washington, D. C. 20585 

Phone (202) 586-2671 

Facsimile (202) 586-3915 

by using the U.S. Department of Energy Standardization Document Improvement Proposal(DOE 

F 1300.X) appearing at the end of this document or by letter. 



DOE-HDBK-1078-94 

viii 

 

 

 

This Handbook replaces DOE-STD-0102T, "TAP 2 Performance-Based Training Manual," of 

August 1993. 
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ACRONYMS 

 

DOE Department of Energy 

ECCS Emergency Core Cooling System 

ECS Emergency Cooling System 

EOL End of Life 

HP Health Physics 

KSA Knowledge, skill, and ability 

NE-1 Assistant Secretary for Nuclear Energy 

OJT On-the-job training 

OR Occurrence Report 

OSHA Occupational Safety and Health Act 

P&E Plant and Equipment 

PER Performance Evaluation Report 

SD Standing Directives 

SER Safety Evaluation Report 

SME Subject matter expert 

SOP Standard Operating Procedure 

SP Standard Practice 

TAP Training Accreditation Program 

TES Training/Evaluation Standard 

TS Technical Specifications (“Tech Specs”) 
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TRAINING PROGRAM HANDBOOK: A SYSTEMATIC 

APPROACH TO TRAINING 
 

1.1 INTRODUCTION 
 

The cornerstone of safe operation of the Department of Energy (DOE) nuclear facilities is 

personnel performing the day-to-day functions which accomplish the facility mission. Training 

that is conducted efficiently and effectively and is directly related to the needs of the job (i.e., 

performance-based training) is fundamental to safe operation. Responsibility for thesafe 

operation of these facilities is a line-management function. Therefore, achievingperformance- 

based training requires commitment from the organization for which training isprovided. This 

commitment includes making subject matter experts (SMEs) available forparticipation in and 

review of the products of the performance-based training process. It alsoincludes budgeting and 

scheduling the time required for both initial and continuing training. This commitment should be 

made by senior management from the beginning. Managementshould get involved at the start to 

ensure that they are not only cognizant of ongoing activitiesbut are also involved to the degree 

necessary to thoroughly understand the process. Policiesimplemented and support demonstrated 

by senior management provide the driving force toensure that training programs receive the 

attention that is imperative, if facility trainingprograms are to be successful. 

 

1.2 Development of this Handbook 

 

This Handbook has been designed to assist facilities/sites/offices in their efforts to 

develop training programs based on the systematic approach to training (SAT) model. 

Information in this Handbook has been compiled from a number of sources: TheInstitute 

of Nuclear Power Operations, Principles of Training System Development;DOE 

Guidelines for Job and Task Analysis for Department of Energy NuclearFacilities; and 

selected DOE contractor training manuals and procedures. In addition,personnel 

representing DOE contractors and private industry contributed significantlyto the 

development of this process. 

 

1.3 Handbook Description 

 

This Handbook contains a narrative discussion on the various phases of the systematic 

approach to training process. The phases can be modified and incorporated asappropriate 

when developing detailed local procedures. Each phase is organized suchthat the major 

steps necessary to adequately complete it are clear. Figures, attachments,and illustrations 

are added for clarification and may be reproduced as desired. 

 

The processes described in this Handbook represent only one of the possible approaches 

for the development of training programs using the systematic approach to training 

model. Other approaches may work equally well if they are based on a systematic method 
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of determining and implementing training that is directly related to the needs and 

requirements of the job. 

 

This Handbook was written on the assumption that a facility/site/office is currentlynot 

using the systematic approach to training model for their training programs. However, 

many facilities/sites/offices do have effective training programs in placethat contain 

many performance-based characteristics. Existing programs should notbe discarded, 

rather systematic methods should be used to validate and supplementthe content where 

necessary. The systematic approach also helps refine the methodsof managing and 

implementing these programs. 

 

This Handbook is organized into a series of sections, each section representing one ofthe 

phases of the SAT model. An overview of each of the phases follows. 

 

1.3.1 Analysis. This section addresses three methods of identifying training/ 

performance requirements: needs analysis, job analysis, and task analysis. The 

major outputs of the analysis phases are a task list for each position, and a task-to- 

training matrix. 
 

The task-to-training matrix identifies the training disposition of the tasksidentified 

in the task list and lists the existing materials that support taskperformance. 

Participation of subject matter experts and facility personnel isemphasized 

throughout the processes. 
 

1.3.2 Design. The design phase uses the information collected during the analysis phase 

to provide a “blueprint” for developing training programs based upon the SAT 

model. This section of the Handbook addresses methods for writinglearning 

objectives, setting training standards, designing tests, and preparingtraining plans. 

The major outputs of the design phase are learning objectivesand test items. For 

existing programs, contractors are encouraged todetermine if their learning 

objectives are appropriate, cover all requiredcontent, and include appropriate 

criteria and conditions. 
 

1.3.3 Development. Development incorporates the results of the design activities. The 

major outputs of the development phase are the completed lesson plans and 

training aids. 
 

1.3.4 Implementation. Implementation encompasses taking the results of the 

development phase into the training setting and conducting the training. Themajor 

output of the implementation phase is trained personnel. 
 

1.3.5 Evaluation. Evaluation consists of a periodic review of the training materialsand 

methods of soliciting feedback from former trainees and their supervisors onthe 

effectiveness of training. The major outputs of evaluation are the decisionsmade 

to improve the training program during all phases. 
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1.4 Management of the Training Program 

 

This Handbook does not contain all the material or information necessary to make a 

training program work. Overall policies and procedures that each organizationdetermines 

necessary to develop and administer performance-based training programs are also 

required. These policies and procedures may be called Training ProgramManuals, 

Training Procedures Manuals, Training Management Manuals, TrainingPlans, etc. 

Whatever its name, the document should contain procedures that govern theway the 

facility/site/office conducts training. For purposes of discussion in thisHandbook, this 

document will be referred to as the Training Management Manual. 

 

1.4.1 The Training Management Manual should formalize facility policies and 

procedures for training. Examples of sections that should be included in the 

manual follow. 
 

1. Introduction and Organization 

 Purpose and scope of the manual; 

 Manual compliance requirements; 

 Training program purpose and goals; and 

 Organizational relationships and reporting structure. 

 

2. Qualification and Training Program Descriptions 
 

 Overview of qualification and training programs; 

 New employee orientation or indoctrination; 

 Visitor indoctrination; 

 Subcontractor indoctrination and training; 

 Descriptions of all training programs (individually or by groups); 

 Instructor training and qualification; 

 Continuing training; 

 Proficiency requirements; and 

 Requalification (periodic, following disqualification, lapsed 

qualification, etc.). 

 

3. Training Program Material Development and Administration 
 

 Training/Evaluation Standards; 

 Checklists or qualification cards; 

 Lesson plans, on-the-job-training (OJT) guides, lab guides, etc.; 

and 

 Training aids and reference material. 
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4. Training Program Standards and Policies 

 

 Academic standards; 

 Examinations; 

 OJT (conduct and evaluation); 

 Lectures, seminars, training exercises, etc.; 

 Drills; 

 Signature requirements; 

 Student conduct and controls; 

 Disqualification procedures and policies; and 

 Exceptions, extensions, and waivers. 

 

5. Administration 
 

 Training and qualification records; 

 Selection and qualification of instructors; 

 Training program development/change requests; 

 Audits (internal and external); 

 Evaluating training program effectiveness; and 

 Control of subcontracted training. 
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2.1 ANALYSIS 

 

The process descriptions contained in this section describe a systematic approach to identifying 

and documenting performance-based training requirements. The types of analysis used for 

identifying training requirements include needs analysis, job analysis, and task analysis. These 

analyses will provide assurance that training is the appropriate solution to performance problems 

and identify requirements that serve as the basis for the design and development of performance- 

based training programs. The process descriptions in this section will assist users: 

 

2.2 Determine Training Needs 

 

Training needs are initially identified by reviewing regulatory requirements and existing 

training programs, and/or conducting a needs analysis. These activities enable 

facilities/sites/offices to determine training needs originating from performance 

problems, regulatory requirements, and in some cases, requests for additional training or 

changes to existing training. 

 

2.2.1 Further in-depth analysis need not be conducted for training requirements 

originating from a regulatory source [DOE Order, Occupational Safety and 

Health Act (OSHA), etc.], since in essence the needs analysis has already been 

done. These requirements are simply included and addressed in the design and 

development phases of the training program. Likewise, additional detailed needs 

analyses are not necessary for training programs that are in place and are 

producing the desired results. However, needs analyses are appropriate when a 

discrepancy exists in the performance of the job. A needs analysis should also be 

performed whenever changes to training or requests for new training courses are 

received. The analysis provides assurance that training is appropriate and ensures 

that it is not included elsewhere in the training program. 
 

2.2.2 A needs analysis can identify solutions to job performance discrepancies. 

Substandard performance may be related to faulty equipment, inadequate 

procedures, attitude of the workforce, etc. Prior to developing new courses or 

modifying existing training programs, a needs analysis should be conducted to 

determine that training is the appropriate solution. Proper conduct of the analysis 

identifies the root cause(s) and serves as a basis for future plans to correct 

identified performance discrepancies. The following questions should be 

evaluated as part of this analysis. 
 

1. Do performance deficiencies exist? 
 

2. Are employees capable of performing their jobs? 
 

3. Do they perform the job frequently? 
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4. Have previous employees been able to perform these jobs? 
 

5. Are operating procedures adequate or have they changed significantly? 
 

6. Are identified deficiencies training-related? 
 

2.2.3 An effective needs analysis involves subject matter experts (SMEs) such as job 

incumbents and supervisors who are knowledgeable of the job requirements and 

standards of performance. Job data collected from these sources provide insight 

into performance problems and valuable input into actions planned to correct 

them. Analysis of performance problems should follow a logical sequence and 

continue until the root cause is established. In general, the following sequence 

should be followed. 
 

1. Identify specific symptoms of the problem clearly. 
 

2. List possible alternative causes to the problem. 
 

3. Investigate each alternative cause until it can be eliminated or confirmed 

as a contributor. 
 

2.2.4 Circumstances generally having training-related implications may include the 

following. 
 

1. Performance-based training programs for key positions are not in place. 
 

2. The facility has a shortage of qualified personnel. 
 

3. Major changes in job scope have occurred. 
 

4. Changes to requirements have occurred. 
 

5. Plant or equipment modifications are not routinely incorporated into 

training programs. 
 

2.2.5 Any actions taken and decisions made during the needs analysis should be 

documented. This documentation provides an important element that supports and 

validates the training program since a critical part of the training program records 

is the rationale that supports related decisions. A form similar to the "Training 

Needs Analysis Report" (Attachment 1) may be used to document findings and 

recommendations. These records should be maintained throughout the life of the 

training program to substantiate development efforts and subsequent 

modifications. 
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2.2.6 If a valid task list exists for a training program and a needs analysis results in the 

identification of additional tasks for a program, the tasks should be added to the 

task list. If the analysis does not result in identification of new tasks, the task list 

for the program should be reviewed to determine if the task titles need to be 

revised, or if any task needs to be changed to train or no-train (refer to Section 

2.3.3 of this Handbook). If a valid task list for the program does not exist, a needs 

analysis may result in the development of a specific course that satisfies a training 

need for a specific task. This task should then be included in the task list when a 

job analysis when it is performed. 
 

2.3 Develop a Valid Task List 

 

A job analysis is conducted to develop a detailed list of duty areas and tasks for a specific 

job or position. It can also supply information to develop a job/position description, if 

desired. Job analyses also allow comparison of existing training programs to established 

requirements and identify deficiencies in the adequacy of program content. For existing 

programs, the job analysis provides reasonable assurance that all tasks essential to safe 

and efficient operation are addressed by the training program. It also identifies parts of 

the training program that are unnecessary, thus resulting in a more effective training 

program and more efficient utilization of resources. For facilities/sites/offices developing 

new programs, the job analysis provides the information necessary to identify tasks 

associated with the job. Training design and development activities can then be based on 

actual needs, as opposed to perceived needs. 

 

All pertinent information regarding position-specific job analyses should be documented 

in a job analysis report, which becomes part of the training program file for each 

specified position. This report describes the process/methodology used to conduct the job 

analysis, the names and positions of individuals conducting the analysis, and the results 

of the analysis. The following sections provide general guidance pertaining to performing 

job analyses. 

 

2.3.1 Review Available Job Information. The first step in job analysis is a review of 

available job information. This review provides input to an initial list of tasks and 

duty areas, and serves as the starting point for further analysis. The following are 

examples of the types of documents that should be reviewed. 

 

1. Standard Operating Procedures (SOPs); 

 

2. Group, Department, and/or Division Procedures; 

 

3. Standing Directives (SDs), Standard Practices (Sps); 
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4. Technical Safety Requirements (TSR)/Standards; 

 

5. Occurrence Reports (Ors); 

 

6. Job Questionnaires/Job Descriptions; 

 

7. Equipment/System Operating Manuals; 

 

8. Existing Qualification Documents; and 

 

9. Studies employing job or task analyses of similar jobs (e.g., DOE, Edison 

Electric Institute, Institute of Nuclear Power Operations, Nuclear 

Regulatory Commission). 

 

Information gained from observation of job incumbents performing the tasks 

should be used in the review, as should any data that has been collected related to 

extremely effective or ineffective performance. 

 

This review is conducted for the following reasons. 

 

1. It enables the person conducting the analysis to better understand the 

nature of the job; 

 

2. It identifies how much, if any, of the job analysis work has already been 

completed; and 

 

3. It yields information to write a job description if one does not already 

exist. 

 

2.3.2 Select and Train Job Analysts. Personnel selected to conduct the job analysis 

should include SMEs, supervisors for the job or position undergoing analysis, and 

representation from departments involved in the decision-making process. These 

departments may include Operations, Training, and Human Resources. 

Representation from these groups promotes better cooperation and understanding 

during and after the analysis. The persons selected should be supportive of the job 

analysis activity and trained in the process. 

 

Training for those participating in the job analysis is necessary because the 

participants are much more likely to be knowledgeable in the details of the job 

being analyzed than they are in the process by which the analysis is conducted. A 

short course is recommended to explain the purpose, value, and methodology for 

collecting job analysis data. 
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2.3.3 Develop the Task Listing. In addition to the information obtained from the 

document review, SMEs from the prospective user group are consulted for 

compilation of the task lists. A task list is developed using the following general 

process. 

 

1. The job is broken down into duty areas that are part of the job 

responsibilities; 

 

2. Initial task lists are developed; and 

 

3. Task statements are written to describe individual tasks. 

 

Duty areas are groups of tasks that constitute a major subdivision of a job. They 

integrate specific knowledge, skills, and abilities required by the job. An example 

of a duty area for a reactor operator may be "the emergency core cooling system;" 

for a cascade operator, "the cascade compressor lubricating oil system;" and for a 

hot cell operator, "the cell ventilation system." Examples of tasks for the above 

duty areas are "Start up the emergency core cooling pump;" "Shift, inspect, and 

clean the lubricating oil strainers;" and "Align the ventilation system for negative 

cell pressure," respectively. 

 

Task statements should be written such that they are clear, complete, concise, 

relevant, and stated at a consistent level. "Guidelines for Writing Task State- 

ments" (Attachment 2) is a guide for preparing task statements and provides 

examples of "dos" and "don'ts" for task statement development. 

 

2.3.4 Validate the Task Listing. Validation of the initial task list can be accomplished 

in numerous ways. A tabletop discussion using three or four SMEs, job-qualified 

employees, and supervisors can provide reasonable assurance that the initial task 

listing is accurate. Interviewing a limited number of job incumbents may also be 

an appropriate method. The primary concerns of the validation process are to 

ensure that: 

 

1. All tasks performed are included on the task list; 

 

2. The task statements accurately describe the tasks; and 

 

3. Only those tasks associated with the job are included on the task list. 

 

2.3.5 Prepare the Survey Questionnaire. Questionnaires are prepared for distribution 

to job incumbents. They are used to verify the accuracy and validity of the initial 

task list and identify which tasks will be selected for training. Each questionnaire 

includes appropriate instructions for filling out the form; a section for 
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demographic information (personnel data); task listings appropriately grouped by 

functional duty areas; rating scales designed to gather information regarding the 

characteristics of each task; and a listing of the tools, equipment, and references 

for task performance. The job incumbent is asked during the survey to assign 

ratings in the following categories: Task Importance, Task Difficulty, and Task 

Frequency. The rating system is based on the criteria contained in "Task Rating 

System" (Attachment 3). Clear, complete instructions should be included on the 

questionnaire. Attachment 4 is a questionnaire example that may be used. 

 

2.3.6 Select the Survey Sample and Conduct the Survey. Questionnaires should be 

administered to a representative sample of the overall group, division, or 

department to ensure validity of response information. Considerations to be made 

concerning number and types of survey respondents include experience of the job 

incumbents, availability, and restrictions imposed by operational or production 

requirements. Qualified supervisors should be included in the survey. The survey 

sample size should be as large as possible to assure a representative sample of the 

prospective work group population. 

 

2.3.7 Analyze the Survey Results. Survey results are compiled and analyzed by the 

training organization. As a minimum, the reported results should contain the 

following. 

1. Frequency of task performance; 

2. Importance (consequences of inadequate performance); 

3. Difficulty of task performance; and 

4. All additional tasks identified by survey respondents that were not 

included in the initial survey. 

Any differences between supervisor responses and job incumbent responses are 

resolved during the analysis of the data. Differences may occur because of the 

different perspectives of the respondents and the emphasis each group places on 

individual tasks. Large deviations in numerical responses to individual tasks 

should also be investigated during this analysis. It is helpful to compile the results 

of the questionnaires on a form similar to "Job Analysis Tabulation" (Attachment 

5). Data entered on this form are the numerical averages from all returned 

questionnaires (excluding supervisors). Data from the averages of the supervisor 

questionnaires are used to help determine the validity of the survey. 

 

Survey results can be compiled by hand or by use of a computerized database 

management system. Several software systems are readily available if a computer 

system is used. Before the responses are entered into the data base, each returned 

questionnaire should be checked to identify any problems that might invalidate 
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responses. Upon completion of data entry, the survey data can be analyzed as 

desired for the overall ratings of each scale for each task. These results can then 

be used to determine which tasks, if any, are selected for detailed analysis. 

 

2.4 Select Tasks for Training 

 

2.4.1 Develop Numerical Averaging Criteria. After analyzing the survey results the 

numerical averages of the responses are used to identify which tasks will be 

selected for training. Tasks are selected or deselected for training using a 

systematic process similar to the one illustrated in Figure 1. This process involves 

the establishment of criteria for each category that represents tasks according to 

their average numeric position on the questionnaire scales (e.g., Difficulty: very, 

moderate, not). The numeric cutoff points should be based on consideration of the 

relative impact of the category on the operation concerned. Figure 1 contains 

example ranges for each of the categories. Normally, Task Importance and Task 

Difficulty have a greater impact than Task Frequency, and the outcome of the 

decision tree reflects this. 

 

2.4.2 Apply Responses to the Decision Tree. After the criteria developed in Section 

2.3.1 have been established, the numerical average of each of the tasks is inserted 

into the decision tree (Figure 1) and the proper path is chosen. Tasks should then 

be sorted into groups according to similar combinations of average difficulty, 

importance, and frequency ratings as shown in Figure 1. The decisions arrived at 

using this procedure result in a grouping of tasks along a scale so that one end of 

the scale contains difficult, important, and frequently performed tasks; the other 

end of the scale contains the easy, less important, and infrequently performed 

tasks. Tasks that are identified as No Train should be reviewed by subject matter 

experts and supervision to assure that no formal training is needed. 

 

2.4.3 Develop a Train/No Train/Overtrain List. Each group of tasks, in turn, is 

associated with a recommendation to train, not to train, or to overtrain as follows: 

 

TRAIN. Provide a combination of formal training (e.g., classroom, on-the-job, 

drills, simulators, etc.). 

 

NO TRAIN. No Train is not to be interpreted to mean that no training at all is 

required. It means that no formal training (refer to Train above) is necessary; the 

task can be learned on the job. 

 

OVERTRAIN. Provide a combination of formal training plus periodic practice of 

the task (retraining). 



DOE-HDBK-1078-94 

12 

 

 

 

 

 

 

 
 

 
 

Figure-1. Criteria for Selecting Tasks for Training 
 

 

 

2.4.4 Validate the Lists. At this point, the Train/No Train/Overtrain lists should be 

reviewed by a committee. This review is intended to provide concurrence and/or 

refinement to the list of tasks identified for training. The committee should 

consist of representatives from training, SMEs, and management since decisions 

will be made at this point that will determine the amount of time and resources 

that will be dedicated to subsequent activities. 
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Selection or deselection of tasks for training should be based primarily on the 

results of the job analysis. Care should be taken to ensure that training needs are 

considered and training requirements, originating from regulatory sources, are 

included. 

 

2.5 Prepare a Task-to-Training Matrix 

 

The purpose of a Task-to-Training Matrix (TTM) is to provide one document that can be 

used to guide the maintenance of a training program. It provides a ready reference for 

evaluating the impact of procedure changes, criteria for selecting tasks for training, 

updated technical information, revised learning objectives, etc. The matrix should contain 

information for all tasks, whether selected for training or not. All related training and 

reference material should be included for the tasks selected for training. Tasks not 

selected for training should be listed in a separate section of the matrix and should 

include only related reference material. For new training programs, the matrix should be 

initiated following collection of job analysis data. As the later phases of the SAT are 

completed, additional information should be identified for inclusion into the matrix. For 

existing training programs, the TTM should be completed for all applicable training 

material (initial and continuing) and related references. This information provides the 

basis for analysis of existing training materials. Attachment 6, "Task-to-Training Matrix" 

provides an example. 

 

2.6 Conduct an Analysis of Existing Training Material 

 

At this point in the analysis phase, a comparison of existing training materials should be 

conducted. This is best accomplished using a committee made up of at least three SMEs 

and one or two knowledgeable people from the training organization. Existing lesson 

plans, lesson guides, OJT guides, and test questions, etc., should be compared to the 

criteria included in the process discussed in Section 3 of this Handbook to ascertain 

whether the existing materials are adequate. 

 

2.6.1 Using the list of tasks selected for training, and the applicable operating 

procedures, review existing training materials for the following: 

 

1. Training material exists that addresses the tasks identified for training; 

 

2. Terminal objectives are included and are accurate and consistent with the 

task statement; 

 

3. Standards for qualification are consistent with the terminal objectives; 
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4. Enabling objectives are included and sequenced such that theyaccurately 

reflect the knowledge, skills, and abilities necessary toperform the task 

elements contained in the applicable procedure; and 

 

5. Test items (questions) accurately measure the performance under the 

conditions and standards required by the objectives and the procedure. 

 

2.6.2 The outcome of this analysis places the tasks selected for training in one of three 

categories: training for the task is adequate, training for the task exists and 

requires changes, or training for the task does not exist. 

 

2.7 Conduct a Task Analysis 

 

Although included in this process for consistency, in actual practice, task analyses, 

design, and development activities normally occur concurrently for most tasks. As 

training is designed and developed for the tasks selected for training, each task should be 

analyzed to determine the knowledge, skills, and abilities required for satisfactory 

accomplishment of the task. Task analysts should be selected and further trained in the 

process. 

 

2.7.1 Task analysis data collection forms should be developed to meet specific 

division/department needs. Task information to be collected includes: 

 

1. Initial conditions (prerequisites) required for task performance; 

 

2. Standards (criteria) for acceptable task performance (e.g., limits, ranges, 

time requirements); 

 

3. Critical elements (steps) that must be performed to accomplish the task 

properly; and 

 

4. Associated knowledge, skill, and ability statements required to perform 

particular elements of the task or the overall task. 

 

2.7.2 Procedures for conditions, standards, and elements associated with a task may be 

referenced if the information is adequately addressed in the procedure. 

 

2.7.3 Task analysis information may be collected by one or more of the following 

methods: 

1. Incumbent/subject matter expert interviews using guidelines or previous 

task analyses; 

2. In-depth procedural review; and 
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3. Subject matter expert consensus group meetings. 

 

The particular method(s) used will be dependent upon manpower availability, 

plant production/operation requirements, and budgetary restraints. 
 

2.7.4 When a task is large or complex, compiling key data on some type of analysis 

form can ensure that the required knowledge and skills are not overlooked. "Task 

Analysis Data Collection Form" (Attachment 7) and "Task Worksheet" form 

(Attachment 8) are examples of typical task analysis data collection forms. 

 

2.7.5 Documentation collected during task analysis should be retained as part of the 

training course file and updated periodically as required by procedural changes, 

equipment/system modifications, management policy changes, and/or job 

restructuring. 

 

2.8 Application of Job or Task Analysis Information 

 

Information collected during the analysis is translated into training program 

requirements. Analysis data are also used to validate training program content and ensure 

that training reflects actual job requirements for both existing and newly developed 

material. The process contained in Section 3 describes the application of analysis data in 

the design of training programs. 

 

2.9 Training Development/Changes 

 

As additional training requirements are identified by user groups, requests for the 

development of new training materials and/or modifications of existing materials should 

be made. "Training Development/Change Request" (Attachment 9) is an example of a 

form that could be used. 

 

2.10 Analysis Checklist 

 

For ease in tracking activities during the analysis phase, use of a checklist is encouraged. 

This will allow individuals involved in the process to better plan and coordinate their 

activities. An example of an analysis checklist is given in "Analysis Checklist" 

(Attachment 10). 

 

2.11 Key Considerations 

 

The following key considerations should be emphasized when performing and evaluating 

activities of the analysis process: 

 

1. A systematic process involving both training and facility personnel is used to 

analyze training needs. 
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2. Alternative solutions to performance problems, including training and other 

management initiatives, are considered thoroughly before committing resources. 

 

3. Job performance requirements are identified through reviews of existing job data 

and/or surveys of workers and are confirmed by subject matter experts. 

 

4. Clear standards and uniform methods are used to collect, analyze, and review job 

and task data. 

 

5. A panel of subject matter experts is used to assist training personnel when 

selecting tasks for analysis and training. 

 

6. Tasks are identified for initial and/or continuing training. 
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3.1 DESIGN 
 

The approach described in this section outlines the basic processes used to design training 

programs that are based upon the job-related/performance-based information (i.e., training needs, 

task lists, tasks selected for training) collected during analysis. This section is organized into the 

major headings of the design process. 

 

3.2 Write Terminal Objectives 

 

Terminal learning objectives (TLOs) are learning objectives that clearly state the 

measurable performance the trainee will be able to demonstrate at the conclusion of 

training, including conditions and standards of performance. They are translated directly 

from the task statement, and provide the framework for the development of 

training/evaluation standards, enabling objectives, and lesson plans. Care should be taken 

when developing and writing learning objectives. Trainees either clearly understand 

them, or they are of limited use. Related terminal objectives are then written for each task 

statement before any other design work is begun. Refer to Attachment 11, "Guidelines for 

Writing Learning Objectives." 

 

3.2.1 Determine Appropriate Training Setting. When writing a terminal objective, 

consider the training setting since it has to be balanced against available resources 

and facility constraints. The training setting is the environment in which training 

is conducted and should be consistent with the task. Training settings include: 

 

1. Self-Paced Instruction. This is any form of instruction that does not 

require the presence of an instructor at the training setting. However, 

feedback should be provided. Self-paced instruction can be in printed 

form, in audiovisual form, in the form of a kit that can be assembled or 

manipulated, or in the form of a computer-assisted instruction program. 

Training that meets the following conditions can be considered for self- 

paced instruction: 

 Training for the task does not require close supervision. 

Unsupervised training is not likely to result in injury to employees 

or damage to plant equipment. In addition, immediate feedback 

from a supervisor is not required for the trainee to achieve mastery. 

 New personnel are not required to perform the tasks immediately. 

 All conditions can either be provided in the training materials or 

made available in the facility when needed by the trainee. Tasks 

that require special facilities, conditions, or equipment not readily 

available in the facility should be considered for another training 

setting. 
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 The task does not require extended periods to achieve mastery. 

Tasks that are very difficult or extremely difficult suggest lengthy 

training durations and are more suited to settings that provide 

supervision and immediate feedback. 

 

2. On-the-Job Training (OJT). OJT is formal training that is conducted and 

evaluated in the work environment. If the job permits the assignment of 

tasks to OJT, and a system is in place to handle the administration and 

testing involved in OJT, tasks can be considered for assignment to this 

setting. OJT has the advantage of providing continuous training on tasks 

that are of immediate need to the trainee. Further, OJT can continue for 

whatever length of time is necessary for the trainee to achieve mastery. 

OJT is limited to those situations where it is administratively possible to 

conduct the training and where OJT can be conducted without interference 

to ongoing facility operations. Training that meets the following 

conditions can be considered for OJT: 

 

 Assignment of trainees can be made in small groups and spread 

over a sufficiently long period of time. 

 

 There are no critical resource (manpower, material, facility 

availability) constraints in the plant, and multiple training 

conditions can be provided in the job environment. 

 

 Qualified personnel are available to conduct OJT. 

 

o If the tasks meet all the guidelines listed above, they should 

be considered for OJT. If one or more of the guidelines are 

not met, the tasks should be considered for assignment to 

the remaining settings. 

 

o It should be noted that for each job position there may be 

certain "must perform" items. The OJT setting is a 

preferable setting to adequately train and assess 

performance. 

 

3. Simulator. Training that is conducted in or on a device that duplicates the 

physical appearance; operating conditions during normal, abnormal, and 

emergency conditions; and indications associated with the actual work 

environment. This setting, though expensive, is suited for training tasks 

requiring a high degree of trainee-system interaction, but for which OJT is 

not appropriate. For example, some of these tasks are performed 
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infrequently and would not be encountered normally in the course of OJT. 

Tasks that meet the following conditions can be considered for simulator 

training: 

 Similarity to the actual task is required for the trainee to achieve 

mastery. 

 Problem diagnosis under stressful situations is an integral part of 

performance. 

 Teamwork is an important part of the task. 

 Training of the tasks in the OJT setting would interfere with 

ongoing facility operations, would introduce unnecessary safety 

hazards, or would not be encountered in the course of normal job 

operations. 

 A simulator exists or can be obtained that sufficiently resembles 

the physical and operational characteristics of the facility. 

 The physical performance skills and system interaction 

components of the tasks are sufficiently great to require a fair 

amount of repetitious practice. 

 

4. Laboratory/Workshop. Training that emphasizes hands-on practical 

experience in a controlled environment, but which is not necessarily 

conducted at the actual job site. Laboratory/workshop training should be 

considered if multiple job conditions (environment, system, equipment, 

etc.) are required for task performance. Laboratories and workshops 

permit application of course material by the trainees in a hands-on 

environment. They are particularly effective when used to train basic skills 

that support task performance. Training that meets the following 

conditions can be considered for laboratory/workshop instruction: 

 

 Tasks, elements, and skills require hands-on practice to achieve 

mastery. 

 

 Constraints exist that make OJT impractical. 

 

5. Classroom. Training presented to groups of various sizes, typified by 

stand-up lecture, seminar, or group interaction. Classroom instruction 

works well for presentation of fundamental and basic theoretical 

knowledge. Because a classroom training setting does not replicate on-the- 

job conditions, it is recommended that a combination of classroom and 
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other settings be used in the course of instruction. Training that meets the 

following conditions can be considered for classroom training: 

 Large quantities of information will be presented during training. 

 A large group of trainees will be scheduled for training at a given 

time. 

 Other training settings are not suitable or available. 

 There are no critical resource constraints. (Everything required for 

training can be provided at the classroom facility.) 

 

When evaluating the design of an existing training program or addressing a 

performance deficiency, determine if the current training setting for the task is the 

best instructional choice. If it is not, it may be necessary to select another training 

setting and/or modify the learning objectives and lesson material to incorporate 

the setting selected. For new programs, evaluate each setting and select the setting 

most consistent with the task, taking into account available resources and facility 

constraints. Write the terminal objective based on the task and the setting. 

 

3.2.2 Sequence the Terminal Objectives. All terminal objectives for tasks identified 

for inclusion in the training program should now be sequenced and organized into 

instructional areas. Objectives are normally sequenced from simple to complex. 

The sequence should allow each terminal objective to build upon and provide 

information necessary to support the next terminal objective within that 

instructional area. They should be sequenced in a logical progression which takes 

into account the level of learning necessary to build to the next objective. This 

will ensure the entire training program is sequenced correctly. 

 

3.3 Develop Training/Evaluation Standards (TESs) 

 

After the terminal objectives have been written, it is necessary to ensure that when 

training materials are developed they are directly linked to the objectives. The 

development of a Training/Evaluation Standard (TES) can help to ensure that this vital 

link is maintained. The purpose of the TES is to provide the basis for the development of 

objective-based training materials and to maintain consistency in the evaluation of 

student performance. Each TES is directly related to a specific job task (or group of very 

similar tasks) identified during job analysis. 
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The TES contains two sections; Training and Evaluation. 

 

1. The Training section contains the task title and number, the terminal and enabling 

objectives, and the applicable references. The information contained in this 

section will form the basis for the training development activities that follow. 

 

2. The Evaluation section contains a performance test that includes prerequisites, 

amplifying conditions and standards, and instructions to the trainee and the 

evaluator. This performance test is used to measure the adequacy of a trainee's 

performance on a particular job-related task. There are several names used for the 

evaluation section of this standard, each varying in format and degree of 

documentation (e.g., job performance measures, qualification standards, and OJT 

checklists). The evaluation section of the TES can also be used to evaluate the 

performance of existing job incumbents. Incumbents may not have had the 

opportunity to participate in the newly developed performance-- based training 

program. By evaluating their performance using the performance test in the TES, 

the merit of prior training can be assessed, and appropriate remedial training can 

be assigned if necessary. 

 

It is during the development of the TES that the majority of task analysis occurs, since 

many of the knowledge and skill requirements for task elements are identified while 

writing these standards. The advantage of performing task analysis at this point is 

twofold. 

 

1. It reduces unproductive data gathering by providing early determination of entry- 

level requirements and course prerequisites. This results in the generation of a set 

of enabling objectives that can be provided to a training developer. 

 

2. A document is generated that establishes the performance requirements necessary 

to evaluate trainee task performance. 

 

Placing task analysis data into a computer data base will greatly facilitate the construction 

of a TES. A computer program could easily sort the data and print it out in the desired 

TES format. Also, the data base could be utilized to sort and organize the knowledge, 

skill and abilities (KSAs) and objectives to identify areas of commonality, and to group- 

related KSAs or objectives for ease of sequencing. 

 

The TES can be formatted several ways, but should include the following components at 

a minimum: 

 

1. Task Number and Title - Unique number and task statement from the Task-to- 

Training Matrix; 
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2. Terminal Objective - Derived from the task statement; 

 

3. Enabling Objectives - Derived from the knowledge and skills identified during 

task analysis; 

 

4. References - Applicable procedures, technical safety requirements, etc., related to 

task performance; 

 

5. Performance Test - Designed to measure mastery of the terminal objective; 

 

6. Prerequisites - List of qualifications, courses of instruction, etc., that have to be 

completed prior to administration of the performance test; 

 

7. Amplifying Conditions and Criteria - Provide clarification or amplification of 

the conditions and standards stated in the objectives; 

 

8. Instructions - Clear instructions to the trainee and the evaluator on how to use the 

standard; and 

 

9. Approval Signature - Appropriate signature and the date the performance test is 

approved. 

 

Each TES can either stand alone or be incorporated into a larger document for ease of 

reference, recordkeeping, and training program description. An example of this type of 

document, for a single task, is found in Attachment 12, "Sample Training/Evaluation 

Standard (TES)." 

 

The following steps are performed when developing the TES: 

 

3.2.1 Determine Testing Limitations. The first step is to review the task and terminal 

objective to determine potential testing constraints. The testing reflects the stated 

terminal objective. Constraints include availability of time, limited work force or 

equipment, and inadequate resources. If performance of an entire task would 

impose unreasonable demands on facilities or equipment, develop the evaluation 

portion of the TES using a sample of the task elements. 

 

If actual task performance is not feasible due to limitations, simulation of the task 

should be considered. It is important to recognize that a "best approximation" for 

a standard of performance is not always adequate. Key portions of a task should 

be "perform" items whenever existing facility conditions permit. 

 

3.2.2 Determine Elements of the Task to be Tested. Step two is where task analysis 

begins. The process of task analysis has often been an invisible activity that is 
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performed by an instructor. In many cases, this method of analysis is adequate 

and has resulted in enabling objectives and appropriate training content. However, 

visible task analysis information can help to ensure that key information will not 

be overlooked when developing training or performance tests. To aid in this 

endeavor, forms on which to compile task analysis information can be very useful 

when tasks are complex, lengthy, or unfamiliar to an instructional developer. 

There are a variety of forms available that will satisfy the user's needs. 

Attachment 13, "TES Development Worksheet" is a form that will not only 

provide space to collect key elements and KSAs but also provides space to 

identify KSAs as entry-level and write enabling objectives. 

 

Begin by listing all of the task elements on Attachment 13. If an adequate 

procedure exists for the task, it may not be necessary to list the element 

description on the worksheet. In this case, it would be appropriate to list the 

element number from the procedure. If it is determined that, due to testing 

constraints, complete duplication of the task in the TES performance test is 

unrealistic, then the elements of the task should be examined. Elements that 

include important decision points can be used to measure successful performance 

of the entire task. Those key elements would then be listed on the worksheet. 

 

3.2.3 Identify Knowledge, Skills, and Abilities (KSAs). Using the list of all task 

elements, it is now necessary identify the KSAs required to perform those 

elements. Attachment 15, "Completed TES Development Worksheet" provides an 

example of how the TES Worksheet may be used to record this information. 

 

3.2.4 Determine Entry-Level Requirements. In every training program, the entry- 

level KSAs of the trainee should be considered. By properly establishing the 

entry-level requirements, new learning will be based upon what the trainees 

already know, and the trainees will not be wasting time on objectives they have 

already mastered. 

 

The entry-level requirements should be based on a familiarity with the general 

level of KSAs of the trainees, and by a careful review of documents such as job 

descriptions, position descriptions, or personnel qualification requirements. The 

entry-level requirement should be set at a point where most trainees have the 

required KSAs. Any required KSAs that the trainees do not possess upon entry 

will have to be taught as part of the overall training program. Remedial lessons 

may be necessary for those trainees who do not meet the entry-level requirements. 

 

One way to determine entry-level is to develop and administer an entry-level test. 

This test can determine if personnel meet the entry-level requirements, and serves 

to focus the training at the appropriate level. This can be especially helpful when 



DOE-HDBK-1078-94 

24 

 

 

 

evaluating an existing program since it allows comparison of existing job 

incumbent training level to the desired level. 

 

It should be noted that entry-level testing is optional and can be affected by 

contractual agreement. It is essential, however, that a system be in place to enable 

verification that trainees meet the established entry-level requirements. The 

system should include a course of action for those personnel who fail to meet the 

requirements. 

 

3.2.5 Determine Amplifying Conditions and Standards. The conditions and 

standards stated in the terminal objective may need further clarification to allow 

proper evaluation of task performance. For this reason, any additional conditions 

or standards that serve to amplify the terminal objective or individual task 

elements should be listed in the TES. Care should be exercised to ensure that the 

additional conditions and standards do not change the intention of the terminal 

objective. 

 

Ideally, the conditions and standards applied during training and testing should be 

identical to those existing during actual task performance. However, if some 

testing constraints were determined to exist, the conditions and standards used 

during training will be a compromise. Although a compromise, the conditions and 

standards applied during training and testing should be designed to be the best 

possible assessment of the trainee's ability to perform the task under actual 

conditions. 

 

3.2.6 Write Enabling Objectives. Enabling objectives are learning objectives that 

support the terminal objective. They include the critical components of 

performance, conditions, and standards. Enabling objectives should be written 

directly from the KSAs required for element performance. Any identified KSAs 

that are not included in the entry-level requirements should be incorporated into 

an enabling objective. See Attachment 11, "Guidelines for Writing Learning 

Objectives," for information on how to write learning objectives. 

 

Enabling objectives should be sequenced logically, moving from simple to 

complex, and from lower to higher levels of learning. Often, the required 

sequence will drive the outline and content of the lesson plan and other training 

material. If TESs are developed for all tasks identified for a particular training 

program, enabling objectives that are common to several tasks may be grouped 

into one lesson of instruction. This grouping can increase the efficiency and cost 

effectiveness of a training program by reducing duplication. For this reason, a 

computerized system that can sort by enabling objective title can be invaluable. 
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When evaluating an existing program or a performance deficiency, identify which 

enabling objective(s) support each terminal objective. Each should then be 

evaluated for correct standards and conditions of performance, for clarity and 

conciseness, and for support of the terminal objective. 

 

3.2.7 Determine Scoring Methods. Scoring methods are determined when 

constructing the evaluation section of the TES. In some evaluation standards, 

referenced procedures may provide detailed, step-by-step descriptions of required 

performance, and therefore provide an effective scoring method. Another method 

is to prepare a performance checklist that incorporates the action steps or elements 

of task performance. The trainee is required to follow each step, usually without 

deviation. See Attachment 12. For other tasks, where strict adherence to 

procedural sequence may not be required, the product of performance (i.e., a 

tangible result) can provide a measurement of successful task completion. When 

developing the TES, scorable items should be clearly defined to distinguish 

between satisfactory and unsatisfactory performance. 

 

After completion of the TES development, a review of the TES should be done to ensure 

that it includes the desired characteristics. For an example, see Attachment 14, "TES 

Review Checklist." 

 

3.3 Develop Test Items 

 

Test items are developed to be consistent with the learning objectives. The purpose of the 

test item is to measure trainee performance against the criteria stated in the learning 

objective. The test item development sequence is as follows: 

 

3.3.1 Determine Test Item Format. Test items are developed from the learning 

objectives to measure trainee skills, recall, and/or application of information. Test 

item formats that are preferred in a performance-based system include 

performance, completions/short answer, multiple choice, matching, alternate 

choice, and drawing/labeling. Other test item formats may have applications in 

specific situations. 

 

Selection of test item format is guided by action verbs of the learning objectives. 

Action verbs of the learning objectives suggest one format to be more appropriate 

for use in testing than others. 

1. Skill action verbs suggest a performance test format, and knowledge 

action verbs suggest one or more of the written formats. For example, 

"start" and "shut down" are skill actions verbs that suggest a performance 

test format. 
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2. Completion/short-answer format is appropriate for many knowledge 

actions verbs, including "recall," "identify," and "list." 

3. Action verbs such as "discriminate" and "select" should be tested using a 

multiple choice format. 

4. Learning objectives that require the student to "classify" or "relate" should 

be tested in the matching format. See "Test Item Formats" (Attachment 

16) for guidelines of test characteristics. 

 

3.3.2 Determine the Number of Test Items to be Developed. The appropriate number 

of test items for each learning objective depends on a number of factors. Although 

at least one test item should be developed for each learning objective, certain 

considerations justify development of more than one test item for a given learning 

objective. For example, tasks used to develop the learning objectives that were 

rated at or near the maximum scale of importance and/or difficulty would suggest 

a larger number of test items than those tasks rated near the minimum scale. 

 

3.3.3 Develop Skill and Knowledge Test Items. Test items should be written after the 

format is selected and the number of test items is determined. Test items should 

have answer keys written at this time. 

 

3.3.4 Validate Contents of Test Items. Content validation is the process by which test 

items are determined to be sound and incontestable as to meaning and correct 

answer. Each test item should be reviewed by at least three subject matter experts. 

Each should agree on what the test item is asking and the correct response. These 

validation reviews should be documented. 

 

3.3.5 Incorporate Items into Test Bank for Future Use. A test item bank should be 

developed and maintained current. The items in the test bank will be used in the 

future to construct entry-level tests, pre-instruction tests, progress tests, or after 

instruction tests. A tracking system should be developed to correlate test items to 

the corresponding learning objective. 

 

3.4 Construct Tests 

 

The construction of tests at this time is optional. However, tests are needed prior to 

implementing the training program. Tests are a form of evaluation that instructors can use 

to measure the results or effectiveness of their stated objectives. Test items should be 

constructed and scored in an objective, rather than subjective, manner. An objective test 

can be scored without the exercise of personal opinion.  The length of a test should not 

exceed the number of test items which could be answered in two hours by the average 
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trainee. This may require assembling several tests for a given instructional area. The 

following steps are involved in the development of tests: 

 

3.4.1 Develop Test Specifications. Learning objective levels are broken down into 

three levels: knowledge of facts, terms, and symbols; comprehension of principles 

and concepts; and application of information, principles, and concepts. Tests 

should have the appropriate number and mix of test items based on the 

importance of each area being tested and the level of learning objective. For 

example, if 50% of the learning objectives are written at the comprehension of 

principles level, and the majority of test items used are knowledge of facts, terms, 

and symbols, then the test is not representative of the learning required. Learning 

objectives that are more difficult to master and critical to job performance should 

have more test items represented on the test. The test specification is developed so 

that these concerns are addressed. See "Sample Test Specification Form for 50- 

Item General Employee Test" (Attachment 17). 

 

The completed test specification should be reviewed by subject matter experts and 

facility management. This review can help to ensure that a sufficient number of 

learning objectives are tested to predict performance. 

 

3.4.2 Assemble the Test. Tests are assembled using the following general guidelines: 

 

1. Select the appropriate test items based on the test specifications; 

 

2. Group test items with the same format together; 

 

3. Group items of similar content together to help the concentration of the 

test taker; 

 

4. Design the format of the test to have a place for the trainee's name, clearly 

marked page numbers, sufficient space between the questions, and clear 

distinctions between the different sections; 

 

5. The test key should be prepared when the test is constructed. This is 

especially important for essay and short-answer questions; 

 

6. Test directions should be written clearly and included on the test. A model 

answer may help to clarify directions; 

 

7. Point allocations for each answer should be indicated and consistent with 

importance of the learning objective that the test item is testing; and 
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8. The content of the tests should be changed from one exam to the next so 

they are not compromised. 

 

3.5 Write Training Development and Administrative Guide 

 

A Training Development and Administrative Guide should not be confused with the 

facility's Training Management Manual (see Introduction) which outlines the facility 

training policies and procedures that guide the development of all training. A Training 

Development and Administrative Guide is a management tool for the administration of an 

individual training program. It is used to gain management approval of the program and 

guide development and implementation efforts. Though not part of this guide, additional 

specifications may be developed to clarify and detail the required characteristics of 

individual courses or lessons. Approval should include training management and the 

management of the organization for which the training is being developed. An example of 

this guide is in the Sample Training Development and Administrative Guide (Attachment 

18). 

 

The Training Development and Administrative Guide is not intended to be a large 

document. However, inclusion of the course outline could require several pages. The 

example outlined in Attachment 18 is just a few pages from each section of an outline, 

which is 21 pages in length. The rest of the document should only be a few pages in 

length. It should have appropriate signatures indicated for review and approval. 

 

The following discussion outlines the major steps in developing procedures for the guide. 

 

3.5.1 Determine the Training Organization and Administrative Responsibilities. 

Each contractor should have training responsibilities established as a guide for 

personnel that are responsible for various portions of the program. Typical 

questions to be answered are: 

 

1. Who will develop the lesson material? 

 

2. Who will perform reviews of material and when? 

 

3. Who will present the material and document it? 

 

4. What are the interfaces between the training personnel and the referent 

organization? 

 

3.5.2 Determine Course Loading and Scheduling Requirements. These are 

determined by using training requirements identified during the analysis phase 

and the projected availability of new and existing facility employees who will 

require training. Course loading and scheduling should be based on the 
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availability of qualified instructors, capacity of facilities, and availability of 

equipment. 

 

3.5.3 Establish Trainee Evaluation Guidelines. Evaluation criteria should provide for 

testing, placement, recycling, remedial training, and follow-up evaluation during 

on-the-job performance. Trainee evaluation guidelines should address the 

following: 

1. Basis and method for exception from parts of the training program; 

2. Evaluation method of trainee performance throughout the program; 

3. Guidelines for disposition of trainees whose performance is unsatisfactory; 

4. Provisions for counseling and remedial instruction, recycling to earlier 

segments of training, or removal from the program when appropriate; and 

5. Evaluation of trainee comprehension and retention of material (i.e., using 

a post test). 

 

It should be noted that several of the items above may be addressed in the facility 

Training Management Manual. Therefore, they would not have to be included in 

the guide, but should be referenced. 

 

3.5.4 Specify Required Instructor Qualifications. Determine instructors' 

qualifications based on the training program needs. Qualified trainers, subject 

matter experts, job incumbents, or others should be utilized as appropriate. See 

the Guide to Good Practice for Training and Qualification of Instructors, DOE- 

HDBK-1001-96. 

 

3.5.5 Determine Required Training Resources and Facilities. To ensure that 

facilities and resources are available to support training activities, the guide 

should address physical facilities, equipment, and reference materials. 

 

1. Physical facilities and equipment include the following: 

 

 Classroom facilities; 

 

 Laboratories and workshop facilities; 

 

 Simulators; 

 

 Audiovisual aids and equipment; 

 

 Tools and equipment; and 
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 Office space and furnishings. 

 

2. Technical reference material should cover topics at a level appropriate for 

the program, instructor, and trainee; should be applicable to facility 

systems and equipment; and should be current with facility modifications. 

 

3.5.6 Prescribe Test Administration Guidelines. These guidelines should include the 

following: 

 

1. Security, including accountability of test items to avoid compromise 

during reproduction, storage, use, and evaluation; 

 

2. Prior notification to trainees of materials needed for the test and the 

procedure to be followed during the test; 

 

3. Testing instructions to the trainee that include purpose of the test, 

importance of following test item instructions, time limitations, and 

special instructions for the answer sheet; 

 

4. Development and use of answer keys; 

 

5. Evaluation of test results using training standards established during test 

item development; 

 

6. Disposition of test results, including review with and counseling of 

trainees; and 

 

7. Provisions to vary the content of tests to prevent compromise. 

 

3.5.7 Establish Supplemental Training Record Requirements. This should include 

retention periods and entry and retrieval procedures to provide the following: 

 

1. Records relating to training programs that permit review of content, 

schedule, and results of past and current programs; and 

 

2. Individual trainee records that include a history of trainee performance and 

permit verification of required qualifications. 

 

3.5.8 Develop the Course Curriculum Outline. This outline serves as a guide for 

development of course material. It outlines, by training setting, the learning 

objectives in the prescribed sequence. 
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3.5.9 Prepare the Development and Implementation Schedule. Course, unit, and 

lesson objectives should be organized and scheduled. A schedule should be 

prepared to define the milestones for development and implementation activities. 

A simple milestone bar chart (e.g., Gantt Chart) to indicate major activities is 

sufficient. 

 

3.6 Key Considerations 

 

The following are key considerations that should be emphasized when performing and 

evaluating activities of the design process: 

 

1. Training/evaluation standards contain job-related data for measuring task 

performance; 

 

2. Selection of training settings considers task, instructional, resource, and logistical 

constraints; 

 

3. Learning objectives are used to identify training content and satisfactory trainee 

performance; 

 

4. Learning objectives identify observable and measurable trainee action or 

behavior; 

 

5. Test items are appropriate for the learning objectives; 

 

6. Learning objectives are compatible with expected entry-level skills and 

knowledge of trainees; 

 

7. Learning objectives are sequenced to assist trainees in making the transitions from 

one skill or knowledge level to another; 

 

8. Pretests are developed to determine trainees' entry qualifications and to identify 

remedial training and exception requirements as applicable; 

 

9. Progress tests are developed to evaluate trainee performance and determine the 

need for additional assistance; 

 

10. Post-tests are developed to measure trainees' satisfactory completion of training; 

and 

 

11. Training standards for evaluating trainee test performance are established. 
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4.1 DEVELOPMENT 

 

This section describes the processes used to develop training programs that are based upon job- 

related performance-based information (i.e., training needs, task lists, tasks selected for training) 

collected during the analysis phase and the work accomplished (learning objectives, tests, 

Training Development and Administration Guide) during the design phase. The development 

process includes the following. 

 

4.2 Select Training Methods 

 

Training methods selected should be based on the objectives and settings for the course. 

Training methods are techniques of communicating instructional material to trainees. 

They include lecture, demonstration/practice, discussion/facilitation, oral questioning, 

role playing, walk-through, and self-pacing. Characteristics of each of these methods are 

found in "Training Methods" (Attachment 19). 

 

Although discussion and oral questioning have general application in all training settings, 

other methods are more effective in certain training settings. For example: 

 Lecture generally is considered more appropriate for the classroom; 

 Demonstration and practice applies primarily to on-the-job training (OJT) and 

laboratory and simulator training, although it can also be used in the classroom; 

 Role playing is particularly effective during simulator drills and exercises that 

involve team training; 

 Walk-throughs serve to enhance training that is conducted in training settings 

where the job environment is simulated; and 

 Self-pacing is a method generally reserved for self-study. 

 

4.3 Develop Lesson Plans 

 

Lesson plans are detailed expansions of the curriculum outline that ensure consistency in 

the delivery of training from instructor to instructor and from student to student. They 

are used by the instructor as the primary training tool to guide the learning process and 

utilization of training materials. Lesson plans identify the learning objectives, content, 

learning activities, training equipment, and training materials needed for training and 

provide guidance for their use. In addition, properly developed lesson plans perform the 

following functions: 

 

 Provide a degree of standardization of instruction; 



DOE-HDBK-1078-94 

34 

 

 

 

 Present a logical, sequential listing of content; 

 

 Prevent over— as well as under-emphasis of selected content; 

 

 Force instructors to analyze content prior to presentation; 

 

 Offer a ready format for revision; 

 

 Provide a record of contents presented; 

 

 List aids, equipment, and references used; and 

 

 Provide continuity between the lessons presented within a specific course, 

especially when several instructors are involved. 

 

4.3.1 Develop Lesson Plan Format. The first step in lesson plan development is the 

determination of format. Instructor and trainee activities should be planned so 

they occur at the proper stages in the learning process. Once a standard format has 

been established, it should be used for all lesson plans. This standard format 

should be specified in the facility Training Management Manual, discussed in 

Section 1.0 of this Handbook. See the forms "Sample Lesson Plan Format— 

Classroom," "Sample Lesson Plan Format—OJT," "Sample Lesson Plan 

Format—Simulator" (Attachments 20 through 22, respectively) for sample lesson 

plan formats. While the printed design or format of a lesson plan may differ, the 

lesson plan should include the following: 

 

1. Cover Page 

 

 Labeling Information 

o Course Title and Number - A title and a number unique to 

that lesson plan 

o Lesson Title - A title descriptive of the content 

o Lesson Time - Approximate duration of the lesson 

o Author - Individual who wrote or last revised the lesson 

plan 

o Review and Approval Signatures 

o Date - Date lesson plan was approved or last revised 

o Revision Number - Current revision number; 

 Terminal and Enabling Objectives - The learning objectives for the 

lesson; 
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 Training Aids and Material Used - A list of all support material 

and tests used during instruction with this lesson plan; 

 References - All pertinent references used to support the content of 

the lesson plan (inclusion of page and paragraph for text material is 

helpful); and 

 Prerequisites - Any courses, classes, qualifications, etc., required 

prior to beginning this instruction. 

 

2. Historical Record Form 

 

 A section which includes documentation of the changes made to a 

lesson plan, why they were made, and who made and approved 

them. See "Training Materials Historical Record" (Attachment 23). 

 

3. Presentation Content 

 

 Introduction - A section which includes the purpose of thelesson, 

the training session conduct and administration (i.e., breaks, 

smoking policy, outline of activities), and a statement of the 

learning objectives; 

 Body - The lesson content, trainee, and instructor activities; and 

 Summary - A highlight of important points and review of learning 

objectives. 

 

4.3.2 Write Content and Specify Learning Activities. The second step of lesson plan 

development is the writing of content and learning activities. Although writing the 

content of the lesson plan and specifying the learning activities can be classified 

as separate activities, they occur concurrently when developing a lesson plan. 

Instructor and trainee activities should be planned so that they occur at the proper 

stages in the learning process. To ensure this proper timing, content can appear on 

one half of the page and activities on the other. Guidance for instructor activities 

is provided in "Instructor Activities" (Attachment 24) for the following items: 

 

1. Gaining and maintaining attention and motivating the trainee; 

 

2. Informing the trainee of the learning objectives; 

 

3. Electing recall of prerequisite knowledge; 

 

4. Presenting the training material; 

 

5. Providing learning guidance; 
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6. Electing mastery of the learning objectives; 

 

7. Electing performance feedback; 

 

8. Evaluating trainee performance; and 

 

9. Enhancing retention and transfer of training material. 

 

The content of the lesson material is derived from the elements of the enabling 

objectives. Developers should use the training standard portion of the Training 

Evaluation Standard that was developed during the design phase as a rough 

outline for the development of this content. The sequenced enabling objectives 

can be used as the content headings in the body of the lesson. Using enabling 

objectives this way will aid in review, approval, and auditing of the lesson plan. 

However, a simple outline of the material is not considered adequate for 

instructional content because an outline is too brief and leads to subjective 

instruction which does not assure need-to-know information will be covered. 

Therefore, the outline should be developed in sufficient depth to assure mastery of 

the learning objectives and coverage of all test items being used for trainee 

evaluation. Some enabling objectives or portions of enabling objectives require 

activities to make the content more easily understood. "Instructor Activities" 

(Attachment 24) provides appropriate instructor activities for the introduction, 

body, and summary sections of the lesson. Trainee activities should be selected 

from methods listed in "Training Methods" (Attachment 19). The methods should 

be selected based on the characteristics described in the attachment, the learning 

needs of the students, and the learning objectives. 

 

When revising an existing training program each lesson plan should be evaluated 

to assure proper format, instructional continuity, and depth of content. Existing 

lesson plans should not be discarded or considered inadequate until they are 

thoroughly reviewed. See "Lesson Plan Checklist" (Attachment 25) for a checklist 

to be used when reviewing lesson plans. 

 

4.4 Develop Training Support Material 

 

Training support materials refer to training equipment, audiovisual media, and printed 

material. When selecting or developing training support materials, the type of material is 

influenced by the learning objectives and method of instruction. Materials should support 

the learning objectives and emphasize job-related information and situations. The lesson 

specifies what training materials are required and when. A guideline for incorporating 

training material into the lesson is found in "Training Media" (Attachment 26). The 

following steps are performed when developing training materials. 
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4.4.1 Specify Use of Audiovisual Media. The use of audiovisual media in presenting 

course material can help maintain trainee interest, motivation, and improve 

training efficiency and effectiveness. Media to be considered include simulation, 

computer-aided instruction, film or videotape, sound slide or film strip, audio 

recorder, transparencies, and written handouts. 

 

The characteristics of a learning activity may suggest that a medium with certain 

audiovisual capabilities will be more effective in displaying or transmitting the 

desired information to the trainees. These characteristics (visual, visual 

movement, exact scale, audio) are summarized in "Learning Activity 

Characteristics " (Attachment 27). Each learning activity should be analyzed to 

determine which of the characteristics should be reflected in the audiovisual 

capabilities of the medium. These four characteristics are not independent and 

combinations of them may be needed to display or transmit the information 

effectively. 

 

The media selected should be evaluated in terms of cost and practicality of use in 

the training program. Factors to be considered in these evaluations include: 

 

1. Projected life-cycle costs of the selected media; 

 

2. Budgetary resources available, particularly if the media requires a 

substantial capital investment; 

 

3. Appropriateness of the media for the number of trainees to be trained at a 

given time; 

 

4. Frequency of changes to media; 

 

5. Compatibility with existing programs; and 

 

6. Lead time required to produce the media. 

 

4.4.2 Review and Select from Existing Materials. Developing effective training 

material requires creativity and is both costly and time-consuming. Adopting or 

modifying existing material can reduce training development costs. Existing 

course materials should be collected and reviewed to determine if they meet in 

whole or in part the needs of the training program. Review criteria for existing 

materials is found in "Existing Material Review Criteria" (Attachment 28). 

Material selection should be based on an evaluation of existing material against 

the following criteria: 
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1. Is it appropriate to expected trainee entry-level skills and knowledge? 

 

2. Does it cover the learning objectives? 

 

3. Is it consistent with learning activities? 

 

4. Is it compatible with the Training Development and Administration Guide 

for the program? 

 

The review and analysis of existing course material will identify materials to be 

rejected, materials to be accepted without revision, and materials to be revised. 

The materials that are suitable without revision should be incorporated into the 

development process. Material needing revision should be modified as described 

in the following section. 

 

4.4.3 Modify Existing Training Materials. Modifying existing training materials can 

minimize development time and conserve resources. The modification process 

can involve two approaches: revision of existing training materials that are free of 

copyright restrictions, or preparation of supplementary material for training 

materials under copyright restrictions. Modification should be considered when 

existing materials are incomplete or minor changes are needed. For example: 

 

1. Additional information is needed to meet the requirements of the learning 

objectives and learning activities; 

 

2. Minor modifications to facility systems, equipment, and/or procedures 

require an update or change; 

 

3. Minor changes in regulations require an update or change; 

 

4. Industry operating and maintenance experiences necessitate a minor 

update or change; and 

 

Existing materials that are incomplete or require minor modification should be 

modified using the following guidelines: 

 

1. The style and reading level of the modification should be consistent with 

the existing materials; 

 

2. Modifications should be inserted into existing material where needed; and 

 

3. Some redundancy may be necessary to provide continuity between the 

modifications and the existing materials. 
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4.4.4 Develop New Materials. Development of new training materials should be 

consistent with the learning objectives and should reflect the learning activities to 

ensure that the trainees progress through training in an organized and efficient 

manner. Training materials should be developed using guidelines that are 

intended to promote learning. 

 

The guidelines include formatting that will ensure ease in trainee use. For 

example, charts, graphs, tables, and other illustrations that are effective in 

emphasizing key points should be located on a separate page and in close 

proximity to related information. 

 

The reading level of training materials should be consistent with the expected 

entry-level skills and knowledge of the trainees. Essential information should be 

located in the materials, and the trainees should not be referred to other places for 

that information. 

 

More than one representation of key or complex information should be included 

in the materials. Relating the information in a job context is an effective way to 

promote learning. This should include a description of the job environment, how 

the information will be applied on the job, and the reasons why it is important for 

the trainee to learn the information. 

 

4.5 Conduct Training Tryouts 

 

During a training program tryout, data is compiled and evaluated to correct faults and 

improve the effectiveness of the lesson plan and training materials. A training program 

tryout includes evaluation of training material for technical accuracy as well as 

instructional effectiveness. The following steps are performed when conducting a tryout 

of the training material: 

 

4.5.1 Select, Train, and Evaluate Instructors. Instructor qualifications were identified 

during the design phase. In addition to technical competence, instructor 

qualifications should provide oral and written communication abilities, 

interpersonal skills, and instructional capabilities. Instructors who do not meet 

these established qualifications should be trained in advance. 

 

A continuing training program to upgrade and improve the technical and 

instructional capabilities of instructors should be established. Continuing training 

and development should be based on periodic evaluation of instructor 

performance. Evaluation should include direct observation by a qualified 

evaluator during training sessions and should address technical competence, 
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instructional skills, and overall effectiveness in achieving the learning objectives. 

Examples for the evaluation of instructors are contained in "Sample Instructor 

Evaluation Form" and "Instructor/Supervisor Evaluation Example" (Attachments 

29 and 30, respectively). Instructors should remain current with job requirements, 

facility changes, operating experiences, and technical specifications in the facility. 

 

The use of both announced and unannounced evaluations can improve the overall 

effectiveness of instructor performance. Guidelines to be followed by the 

evaluator should include the following. 

1. Establish a relationship with the instructor based on mutual respect and 

trust; 

2. Review the lesson plan and other course material prior to the training 

session in which the evaluation will occur; 

3. Recognize that the primary purpose of instructor evaluation is to improve 

the quality of training; 

4. Refrain from making comments or participating in training activities; 

5. Schedule and conduct a critique of the evaluation with the instructor; 

6. Provide a completed copy of the evaluation to the instructor; and 

7. Assist the instructor in developing a plan for correcting any deficiencies 

noted. 

 

4.5.2 Confirm Availability of Trainees. Selection of trainees should be coordinated 

between the training and referent organizations to ensure that course loading and 

scheduling requirements are met. Trainees selected should possess the required 

entry-level skills and knowledge of the scheduled program. Trainees should be 

selected sufficiently in advance to permit adjustments in scheduled training (e.g., 

remedial training) that may be required. 

 

4.5.3 Confirm Availability of Training Facilities and Resources. The availability of 

training facilities and resources identified in the Training Development and 

Administrative Guide should be verified. Conflicts in scheduling or availability 

should be resolved to ensure that required facilities and resources are available 

when training begins. The following guidelines assist in this effort. 

 

1. Confirm that the allocated training facility is adequate and appropriate for 

the number of trainees, learning activities, media, and the numbers and 

types of training equipment to be used; 

 

2. Check the facility and correct any unsafe conditions; 
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3. Check equipment operability, including spare parts and maintenance 

support; 

 

4. Verify that the facility is properly heated, cooled, and lighted, and is 

reasonably free of distractions; and 

 

5. Confirm that sufficient training materials for the course are available 

(plant procedures, drawings/schematics, texts, handouts, audiovisual aids, 

tests, tools, consumables, etc.). 

 

4.5.4 Perform Technical Review. The technical review is performed to ensure the 

training materials are technically accurate, current, and consistent with facility 

systems, equipment, and procedures. The review should be conducted by a 

subject-matter expert who provides feedback to the material developer. All 

materials should be reviewed, and identified deficiencies should be corrected. 

This review should be coordinated as materials are being developed. 

 

4.5.5 Conduct Small-Group Evaluation. After revisions from the technical review 

have been made, a tryout of the materials should be conducted on a small group of 

trainees. The trainees should possess the entry-level skills and knowledge 

expected of future trainees. Although a minimum of one trainee is necessary, 

additional trainees should be used when personnel availability permits. 

 

During the tryout the training setting should be simulated as closely as possible. 

The lessons are presented, and all appropriate tests are administered and scored. 

Effective small-group evaluation includes the following activities. 

 

1. Trainees are monitored to determine if the presentation of material and 

directions for study are clear and easily understood. 

 

2. Presentations and directions that require modification or clarification are 

documented. 

 

3. Questions asked by the trainees that relate to effectiveness of training are 

recorded; 

 

4. The length of time taken by trainees to complete training segments and 

tests is recorded; 

 

5. Test items answered or performed incorrectly by the trainees are 

identified; and 

 

6. Trainee comments that address the following are obtained: 
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 Difficulty of the material 

 Length of the training 

 Amount of material covered 

 Clarity of the material 

 Terminology used in the material 

 Pace of the training 

 Structure of the material and sequence of training 

 Quantity and quality of practice exercises 

 Quality of the media 

 Relevance of the training to job performance. 

 

For courses of lengthy duration it is not always feasible to conduct a small-group 

evaluation. An alternative is to conduct small-group evaluations on the most 

important segments of the course. Courses or segments of courses not submitted 

to small-group evaluation should receive increased monitoring and emphasis 

during the first run. See "Indicators of Potential Training Program Weaknesses," 

"Post-training Questionnaire," and "Post-training Interview" (Attachments 31 

through 33, respectively) for examples of a checklist, questionnaire, and interview 

form that can be used to collect data during the small-group evaluation and the 

first run. 

 

4.5.6 Conduct First Run. The first run verifies the usability of the training material 

under intended conditions and confirms the revisions made to the material during 

the technical review and small-group evaluation. Prior to conducting the first run, 

material should receive formal approval by the training and referent organization 

management. During the first run, learning and administrative problems are noted 

and trainee comments on the training are obtained.  Techniques for data collection 

are the same as for small-group evaluation. After collection, the data should be 

analyzed to improve applicable training materials. If problems are identified 

during the tryout, retraining of the trainees involved may have to occur once the 

materials are corrected. 

 

4.5.7 Evaluate Data and Revise Material. Data collected during the small-group 

evaluation and tryout is translated into findings, and decisions are made for 

revising the training materials. Progress and post-test scores should be collected 

and analyzed to determine if the intended learning outcome is reflected in the 

learning objectives and their associated test items. If the training does not produce 

the intended learning outcomes, revision of training materials should be 

considered. It should be noted that faulty test items may not accurately measure 

the intended learning outcome of the trainees. Those test items consistently 

missed by trainees should be analyzed for faulty construction. Supporting training 
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materials should also be analyzed for clarity, completeness, and technical 

accuracy. 

 

Trainee evaluations should be reviewed to detect errors in the presentation, 

materials, or media that may or may not be apparent to the program developer or 

instructor. Final materials should be approved by the cognizant training and 

referent organization management. 

 

4.6 Key Considerations 

 

The following are key considerations that should be emphasized when performing and 

evaluating activities of the development process: 

 

1. Training methods are appropriate to the training setting and learning activities; 

 

2. Training events define the structure and sequence of learning; 

 

3. Learning activities are derived from the learning objectives; 

 

4. Lesson plans provide a structured approach for conducting consistent training; 

 

5. The learning objectives guide the evaluation of existing training material; 

 

6. Development of new training materials is guided by the learning objectives, the 

learning activities, and the expected trainee entry-level skills and knowledge; and 

 

7. Data, acquired during tryout of the training materials, are used to determine 

technical accuracy and training effectiveness, and guide any needed revisions. 
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5.1 IMPLEMENTATION 

 

The implementation activities described in this chapter should be applied based on the status of 

an existing program. Some activities are performed only once during implementation of a 

training program while others are repeated each time the program is conducted. Activities of 

implementation are: 

 

5.2 Conduct Training 

 

If specified in the Training Development and Administrative Guide, trainees should be 

pretested to ensure that they are adequately prepared. Trainee performance should be 

monitored and evaluated during training. This evaluation should provide for recognizing 

successful performance and areas in need of improvement. The following steps are 

performed when conducting training: 

 

5. 1.1   Pretest Trainees. Testing of (prospective) trainees should be done if so specified 

in the Training Development and Administrative Guide. The type of testing done 

is dependent on the design of the program and the needs of the organization 

receiving the training. 

 

Entry-level testing is used to determine whether prospective trainees have the 

fundamental skills and knowledge needed to participate in the training program. 

Such tests are based on the entry level requirements identified in the analysis and 

design phases. Passing the entry-level exam indicates a probability of successful 

completion of the training. Failing the entry-level exam indicates that a potential 

trainee needs remedial training to acquire the fundamental skills or knowledge for 

successful completion of the training. 

 

Pretests measure the trainees' mastery of the objectives that are addressed via the 

course content. Pretests should be given sufficiently in advance of training to 

allow for adjustments to course direction and scope. Pretest results can be used for 

the following reasons: 

1. Accelerate or except from segments of training those trainees who exhibit 

mastery of specific learning objectives; 

2. Identify overall training program emphasis based on common strengths 

and weaknesses of the group of trainees; and 

3. Preview course content and trainee performance requirements. 

 

5.2.2 Prepare for Training. Instructors should prepare sufficiently to ensure consistent 

and effective delivery of lessons. Lesson plans should be reviewed to ensure 

familiarity with lesson content, equipment and tools, and the use of media, text 
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material, references, and tests. Technical errors should be identified and corrected 

during this review. The schedule and emphasis should be modified based on 

trainee pretest results. 

 

Instructor preparation should include a review of all procedures that address 

training implementation. Additionally, the instructor should: 

 

1. Check the assigned training facility to ensure it is appropriate for the 

number of scheduled trainees, learning activities, equipment, and media to 

be used; 

 

2. Verify his/her ability to operate equipment and use tools effectively; 

 

3. Ensure that sufficient supplies of training materials (e.g. consumables, text 

material, handouts, workbooks, tests, procedures, etc.) are available and 

up-to-date; 

 

4. Verify that the training facility is heated, cooled, and lighted properly and 

is reasonably free of distractions; 

 

5. Review procedures for monitoring progress, evaluating performance, and 

counseling trainees; and 

 

6. Review test administration procedures for test storage, retrieval, 

reproduction, and instructions during and after testing. 

 

5.2.3 Deliver Lessons. Lesson plans outline instructor and trainee activities and the 

resources necessary to support training. Effective training presentation requires 

general adherence to the lesson plan and an understanding of the learning process. 

 

Instructors can guide trainee progress more effectively if they have a working 

knowledge of the learning process. Trainee motivation can be enhanced by 

providing an effective training environment, by identifying a clear indication of 

what will be learned, and by presenting the materials in an organized, concise, and 

factual manner. Techniques that instructors can use to contribute to trainee 

motivation include the following: 

 Assisting trainees in setting specific, attainable goals and identifying the 

means for achievement; 

 Actively involving the trainees in the learning process, including hands-on 

application (e.g., equipment, tools); 

 Using rewards to recognize achievement (e.g., certificates, promotions 

keyed to training progression); and 
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 Interjecting competition with self or others (e.g., accelerated pace, added 

skills an employee can use, new equipment the employee can 

operate/maintain, peer group recognition). 

 

An effective training environment also requires that the trainee exercise good 

listening habits. The instructor should use the following methods to improve 

students' listening habits: 

 

 Directing attention to the material being presented and eliminate 

distractions; 

 

 Relating material being presented in personal terms and to personal 

experiences of the instructor or the students; 

 

 Using learning objectives to organize ideas; and 

 

 Reviewing and summarizing the main idea(s). 

Meanwhile, students should be: 

 Evaluating the material only after the facts have been presented; and 

 

 Asking questions when they are uncertain or confused. 

 

5.2.4 Evaluate Trainee Performance. Trainee performance should be evaluated 

regularly during and at the completion of the training program. Evaluation 

measures trainee progress and provides performance feedback to the instructor 

and the trainees that serves to reward success and identify needed improvement in 

trainee performance. Trainee performance is also used to evaluate the 

effectiveness of the training program. 

 

Pre-tests, progress tests, and post-tests are administered as scheduled in the lesson 

plan to evaluate trainee performance. The following guidelines should be used in 

administering tests: 

 

1. Security of tests and answer keys should be maintained during storage, 

reproduction, and testing of trainees to prevent compromise; 

 

2. Trainees should be given prior notification of scheduled tests and 

materials needed (i.e., calculators); 

 

3. Instructions to the trainees should include the purpose of the test, the 

importance of following instructions, and time limitations; 
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4. Equipment and tools used during performance tests should be available 

and in operational condition; 

 

5. Written tests should be corrected, graded, and reviewed with the trainees 

in a timely manner to enhance benefits derived from the test; and 

 

6. In performance tests, deficiencies should be identified, a grade given, and 

the trainee advised of the results promptly. 

 

Trainee performance and progress toward achieving mastery of the learning 

objectives should be monitored closely. Monitoring should identify satisfactory 

performance and trends that may indicate potential problems. Trainees should be 

counseled periodically to review progress and at any time when deficiencies 

occur. Counseling should address trainee performance strengths and/or 

deficiencies and include a plan for improvement, if needed. The trainees' 

supervisor(s) should be kept informed of trainee progress and be involved in 

counseling when performance problems warrant. 

 

Standards for evaluating trainee performance should be applied consistently. 

Trainees should not be permitted to complete the training program or progress to 

another segment of training until deficiencies have been corrected and the training 

standards met. A program of remedial training or recycling to previous segments 

of training can be beneficial in correcting trainee performance deficiencies. 

Remedial training is a cost-effective alternative to removal from training. 

 

5.3 Conduct In-Training Evaluation 

 

During training, data should be collected for subsequent use in evaluating and improving 

training program effectiveness. Evaluation information is collected from test performance 

data, instructor critiques and trainee critiques. Evaluation of the training program is 

addressed in the process. If the above data sources indicate recurring problems or suggest 

the need for improvement, follow the analysis and revision process outlined in Section 

6.0 of this Handbook. 

 

5.2.1 Collect Test Performance Data. Trainee test scores should be used to assess 

trainee progress and improve training and testing effectiveness. If a large number 

of trainees experience difficulty with a training segment, as reflected in their test 

scores, the training material or test items may be faulty and in need of revision. 

An exception analysis (see Evaluation Section 6.2.2, Conduct Exception 

Analysis) should be conducted to evaluate test data before revisions are made. 

Progress test and post-test scores should be compiled routinely during training. 

After the test scores are tabulated in a usable form, an analysis should be 
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conducted and interpretations made. Analysis may indicate changes or 

modifications needed to the training material. 

 

5.2.2 Perform Instructor Critiques of Training. Instructors are a unique source of 

evaluation data. They can identify problems involving technical accuracy, 

completeness, pace, sequence, and level of difficulty of the training materials. A 

procedure for recording these problems when they occur should be established. 

Problems noted and suggestions for improvement should be reported in training 

critiques. The critique should be submitted by the instructor at the completion of 

training segments or at any time a problem of significance is identified. 

Evaluations should be performed in each training setting the instructor functions. 

"Instructor Lesson Rating Form" (Attachment 34) is an example of this type of 

critique. 

 

Although instructor training critiques are a valid source of evaluation data, 

recommended changes should be analyzed along with the training supervisor's 

performance evaluation of the instructor and the success of trainees in completing 

the segment of training. 

 

5.2.3 Obtain Trainee Critiques of Training. Trainees can provide useful feedback for 

improving presentation of course material. A questionnaire completed by trainees 

after major segments of training should focus on course effectiveness and ways in 

which training can be improved. It should address the pace of training, clarity of 

the material, and the quality of the media. 

 

Trainee critiques of training should be used by the instructors to improve their 

performance and can be helpful when used in conjunction with instructor 

performance evaluations. See "Sample Course Critique" and "Example Employee 

Training Evaluation" (Attachments 35 and 36, respectively) for evaluation 

instruments to be completed by trainees. See "Revision Critique Summary" 

(Attachment 37) as an aid to improving the training program through the use of 

trainee critiques. 

 

5.3 Document Training 

 

The documentation of training includes preparing, distributing, storing, controlling, and 

retrieving records and reports that address the training program and trainee participation. 

These records and reports assist management in monitoring the effectiveness of the 

training program. They also provide a historical reference of changes that have occurred 

within a program due to evaluations. When documenting a training program, the training 

program and trainee records are maintained and reports prepared, as indicated by the 

recommended steps below. 
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5.3.1 Maintain Training Program Records. Training program records should be 

maintained to permit review of content, schedules, and current and past program 

results. These records should be classified according to type and retention period. 

They should be located, organized, and indexed for ease of retrieval. Training 

program records should include the following. 

1. Most recent job and task analysis data used in training program 

development; 

2. Course schedules; 

3. Lesson plans and tests; 

4. Trainee attendance summaries (name, course, dates, and test results); 

5. Instructor evaluations; and 

6. Reports of program audits and evaluations. 

 

5.3.2 Maintain Trainee Records. Records of the training and qualification of facility 

employees should be maintained. Records should be current and organized to 

permit efficient but controlled retrieval. A trainee's record should contain the 

individual's training history and the identification of required training that has not 

been completed. Specifically, trainee records should include the following. 

 

1. A summary of the individual's education, training, experience, and 

qualifications at the time of hire; 

 

2. A summary sheet indicating the individual's current and previous positions 

with the company, training received, qualifications achieved, and 

continuing training required; 

 

3. A record of training completed, including course title, attendance dates, 

test performance, and certifications of successful course completion; 

 

4. A record of training attended but not successfully completed, including 

course title, attendance dates, and test performance evaluations; and 

 

5. A record of waivers or exceptions granted, including course titles and 

statements of justification. 

 

5.3.3 Prepare Training Reports. The training organization should report periodically 

to appropriate levels of management on the status and effectiveness of training 

activities. Significant training events or problems should be identified and 

reported when they occur. Although specific aspects will vary with individual 

contractors, the reports should address the following. 
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1. Completion of training programs, including course title, dates, and 

summary of trainees' performance; 

 

2. Attrition of individual trainees, including a summary of performance 

problems, remedial actions, and final disposition; 

 

3. Evaluations and audits of training program effectiveness, use of training 

manpower and resources, and achievement of goals and objectives; 

 

4. Recommendations for improving course scheduling; and 

 

5. Action plans for completing program improvements. 

 

5.4 Key Considerations 

 

The following are key considerations that should be emphasized when performing and 

evaluating activities of the implementation phase. 

 

1. Procedures are developed and used to implement the Training 

Development and Administrative Guide; 

 

2. Technical and instructional qualifications are based on job performance 

requirements; 

 

3. Trainees meet the training program prerequisites; 

 

4. Training facilities and resources are available and appropriate for training; 

 

5. Pretests are administered to trainees prior to training; 

 

6. Instructors make all necessary preparations prior to training; 

 

7. Instructors ensure they are using the most current procedures and lessons; 

 

8. Instructors adhere to lesson plans; 

 

9. Instructor performance is evaluated on a regular basis; 

 

10. Trainee performance is evaluated regularly and upon completion of 

training, using established performance standards; 

 

11. Security of tests and answer keys is maintained to prevent compromise; 

 

12. Instructor and trainee critiques of training and trainee test scores are used 

in evaluating training program effectiveness; and 
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13. Trainee and training program records are maintained for evaluating 

training program effectiveness. 
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6.1 EVALUATION 
 

The evaluation phase of performance-based training takes place in order to determine the 

effectiveness of the training program. Evaluation is the quality assurance component of the 

performance-based training model. There are three major activities involved in evaluation: 

monitoring of indicators, analyzing information, and initiating corrective actions. 

 

6.2 Monitor Indicators 

 

Data should be collected for each indicator that provides the best indication of training 

effectiveness. While this data collection should be continuous in many cases, it is a 

"batch" process. In these cases, the frequency for which these items are reviewedshould 

be determined based on the frequency management feels is necessary to ensurethe 

currency of the training program. The following indicators can be monitored todetermine 

training program effectiveness. 

 

6.2.1 Monitor Facility Operating, Maintenance, and Industrial SafetyExperiences. 

Facility operating, maintenance, and industrial safetyexperiences should be 

monitored to identify employee performance problemscaused by improper 

training. Facility events and industrial accident reportscan identify tasks for which 

inadequate training may be contributing toequipment damage, excessive 

unavailability, unscheduled maintenance,rework, unsafe practices, or lack of 

adherence to approved procedures. Thisinformation should be supplemented with 

interviews. Training personnelshould monitor the frequency of personnel errors, 

and review accident andevent reports for training implications using the following 

questions. 

 

1. Did the employee fail to follow prescribed procedures? 
 

2. Did the employee improperly diagnose the situation? 
 

3. Was the employee misinformed or unaware of the correct procedure? 
 

4. What was the specific sequence of events? 
 

5. Has this problem or a similar problem occurred in the past? 
 

6. Was an individual injured? 
 

7. Was equipment damaged? 
 

8. Was a significant amount of work time lost? 
 

9. Was a technical safety requirement or standard violated? 
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10. Does the report describe a new or unusual situation? 
 

11. Was the employee newly assigned to this position? 
 

12. Are job performance standards different from those used in training? 
 

6.2.2 Collect Employee and Supervisor Feedback. Employee, supervisor, and 

instructor feedback is gathered to identify program strengths and weaknesses. 

Instructor and student critiques completed during implementation should be 

included in this data. This feedback can be gathered using checklists,numerical 

rating scales, questionnaires, and interviews. Regardless of thematerial, process, 

or program being evaluated, there are general principlesthat should be followed to 

construct an evaluation instrument. 

 

Checklist Format. A checklist is used to observe a process or assess a product to 

judge whether the actions or results meet predetermined standards. Examples of 

checklist evaluation forms are "Lesson Plan Review Criteria Checklist," 

"Instructor Observation Checklist—Classroom," and "Training Development 

Recommendation Checklist" (Attachments 38 through 40, respectively). 

Checklists might be used to determine if a lesson plan is complete and ready for 

instructor use, if a trainee's job performance was satisfactory after training, or if 

an instructional session was conducted properly. The following guidance may be 

helpful when constructing a checklist. 

 

1. Identify all actions or key points to be evaluated. Each should be 

important, observable, and measurable; 

 

2. Identify the most frequent problems found in the activity to be evaluated; 

 

3. Convert these problems (negative statements) into positive statements that 

describe satisfactory performance or describe satisfactory products; and 

 

4. If possible, have a model or samples of acceptable materials to help the 

user judge whether standards of accuracy and quality are met. 

 

Numerical Rating Scale Format. The use of a numerical rating scale helps 

control the subjectivity of the evaluator and provides better discrimination than a 

simple pass/fail or satisfactory/unsatisfactory choice. Numerical rating scales 

should include written descriptions of typical performance to help guide 

evaluators in rating performance. A numerical rating scale can be used to evaluate 

a trainee's performance on many tasks, evaluate group interactions, or collect 

feedback from facility management on trainee performance. For example, 

numerical scales might be used to collect post-training feedback from trainees and 
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supervisors, and to conduct instructional setting evaluations. "Laboratory 

Instructor Evaluation," "Instructor Performance AssessmentInstrument," 

"Supervisor's Post-Training Feedback," "Simulator InstructorObservation," and 

"Trainee Post-Training Evaluation" (Attachments 41 through45, respectively) are 

examples of numerical rating scale evaluation measures. Numerical rating scales 

also help reduce common rating errors such as: 

 

1. Under-  or over-rating specific performances because of a general or 

overall impression; 
 

2. The tendency to rate most performances as average (avoiding highs and 

lows); and 
 

3. The tendency to give similar ratings to two or more performances,related 

in the mind of the evaluator. 
 

The following guidance may be helpful when constructing numerical ratingscales: 
 

1. Select the performance to be evaluated. It should be important, observable, 

and measurable; 

 

2. Decide if the scale will contain an even or odd number of possible 

responses and how many possible responses will be supplied per item. 

Once this is determined all the selected performances being evaluated 

should have the same number of possible responses. Keep the scalesimple 

for ease of use; and 

 

3. Two different weighting systems could be used. One system assigns alow- 

to-high rating across the range of numbers. Two examples arelow- 

medium-high and poor-good-excellent. A preferred system addswritten 

descriptions of typical performances that describe what theratings mean. 

Write the descriptions so they are balanced and accurate. 

 

Questionnaire Format. A questionnaire is used to elicit opinions, obtain 

information, and collect feedback about the work or training environment. 

"Trainee Cumulative Feedback Evaluation," "End-of-Course Training 

Evaluation," and "Program Evaluation" (Attachments 46 through 48) 

questionnaires should be administered to individuals or groups as appropriate. 

Data collected in a group setting tends to be more reliable than mailed 

questionnaires. If mailed questionnaires are used, they should include a letter from 

a senior company official that explains the purpose of the questionnaire,solicits 

the individual's help, and thanks the respondents for their time. 



DOE-HDBK-1078-94 

56 

 

 

 

Questionnaires distributed without addressing these topics usually have very poor 

results. Questionnaires can also be completed in an interview. Ifinterviews are 

used they should be held in a controlled environment, free ofnoise or disruption. 

Responses should be recorded. The following guidancemay be used when 

developing a questionnaire. 
 

1. Define the purpose of the questionnaire. This can be done by asking the 

following questions: "What do we want to find out?", "Why do we wantto 

find that out?", "When do we need the information?", "How can webest 

get the information we need?", "Where should we gatherinformation?", 

and "Who is the information for and from whom shouldwe collect the 

information?" 
 

2. Select evaluation questions to be used in the questionnaire. There are 

generally three sources for these questions. These include managers and 

users of the information to be collected; previously collected data, 

interviews, and fieldwork with people in the environment; and other 

questionnaires that have been used for similar purposes. 
 

3. Determine the types of questions required. Generally, three types areused. 
 

 Performance Questions - This type of question usually askswhat 

has actually been performed. These questions are aimed at 

descriptions of actual experiences, activities, or actions and 

corresponding performance that would have been observable had 

the evaluator been present to observe the actions; 
 

 Opinion Questions - This type of question can help identify 

problem causes and suggest possible solutions. These questionsare 

aimed at finding out what people think about something. Opinion 

questions reflect people's goals, intentions, desires, andvalues; and 
 

 Knowledge Questions - These questions assess what factual 

information the person has. The assumption is that certain factsare 

prerequisites for effective performance. 
 

4. Focus each question on a specific point. Provide cues or a point of 

reference to help the respondent. For example, "What problems haveyou 

had in calibrating the transmitter since you were trained?", or "Basedon 

what you know about the new modification procedures, what shouldbe 

changed in this course?", or "In your opinion, should the fundamentals 

section of operator training be resequenced in the course?" 
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5. Specify the type of comparison or judgment to be made. Provide specific, 

appropriate bases from which comparisonsor judgments can be made. Do 

not mix performance-basedwith other types of scales within the same 

response. 

 

When gathering feedback from employees the following questions should be 

considered: 

 

1. What additional training have you received since being assigned to your 

job? 
 

2. What unexpected difficulties or problems in job performance have you 

experienced? 
 

3. Has your supervisor given you instructions different from those you 

learned during training? What were they? 
 

4. Have you noticed other differences between the training you receivedand 

what is expected of you now? 
 

5. Have changes occurred in your job since you were assigned? 
 

6. How were you prepared to handle these changes? 
 

7. Which tasks do you find easiest? 
 

8. Which tasks do you find especially challenging? 
 

9. Looking back, what specific training benefitted you most? 
 

10. What kinds of errors have been committed on the job? 
 

11. What suggestions would you make to improve training? 
 

12. What additional training do you need for your job? 
 

Supervisors should be interviewed to determine how well training is preparing 

new employees to perform their jobs and what training is needed for current 

employees. The following types of questions can be used to collectsupervisors' 

responses. 

 

1. How well do employees (both newly-trained and experienced) performon 

the job? 
 

2. What tasks were newly-trained employees best prepared to perform? 
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3. For what tasks were they inadequately prepared? 
 

4. Are employees able to diagnose conditions and identify alternatesolutions 

for accomplishing a task? 
 

5. What kinds of errors have employees committed? 
 

6. Which tasks require excessive time for employees to complete? 
 

7. How do newly-trained employees compare to those who receivedearlier 

training? 
 

8. What additional training have they received since they were assignedjob 

responsibilities? 
 

9. Have employee errors caused equipment damage or failure? 
 

10. Has rework by maintenance personnel been required due to personnel 

errors or lack of adequate training? 
 

11. Have increases in rework, unscheduled maintenance, or overtimeoccurred 

in jobs performed by newly-trained employees? 
 

12. Have employees been commended or warned for unusually good or bad 

job performances? 
 

13. Have you observed unexpected results from training? 
 

14. Has training created any new problems? 
 

15. What suggestions would you make to improve initial or continuing 

training? 
 

16. Do you expect any changes in job assignments or equipment that will 

require additional training or changes in current training? 
 

17. What current training do you consider to be excessive or unnecessary? 
 

6.2.3 Review Facility Inspection and Evaluation Reports. Facility and corporate 

inspection and evaluation reports (including quality assurance audits) should be 

reviewed for indications of training-related weaknesses. The followingquestions 

should be answered by this review. 

 

1. How effectively is training preparing employees to conform to plant 

procedures? 
 

2. To what extent do training activities conform to established procedures? 
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3. In what areas of training are improvement needed? 
 

Review facility evaluations and audits reports for recommendations for 

improvement in the following areas: 

 

1. Organization and management of the training system; 

 

2. Trainee selection; 

 

3. Development and qualification of training staff; 

 

4. Support of training with facilities, equipment, and materials; 

 

5. Conduct of job analysis and identification tasks for training; 

 

6. Establishment of training program content; 

 

7. Development of learning objectives as the basis for training; 

 

8. Organization of instruction using lesson plans and other training guides; 

 

9. Conduct of classroom and individualized instruction; 

 

10. Conduct of on-the-job training; 

 

11. Conduct of simulator training; 

 

12. Conduct of laboratory training; 

 

13. Examinations and evaluations leading to qualification/certification; and 

 

14. Systematic evaluation of training effectiveness. 

 

6.2.4 Review Facility Modifications and Procedure Changes. Facility modifications 

may require special training, changes in existing training, oradditions to 

continuing training. Design changes, facility modifications, andprocedure 

changes should be reviewed and tracked for training implications andconsidered 

for incorporation into existing training programs. 

 

6.2.5 Review Industry Operating and Maintenance Experiences. Industryoperating 

and maintenance experiences should be reviewed for applicabilityand possible 

incorporation in facility training programs. This information can be obtained from 

several sources such as Unusual Occurrences and DOE investigations. 

Incorporating industry operating experience into facilitytraining enables 

contractors to benefit from each other's experiences. Industryoperating and 
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maintenance experience reports should be screened to answerthe following 

questions. 

 

1. How unique is the event? 

 

2. Do similar conditions exist at this facility? 

 

3. What is the potential for the event to occur here? 

 

4. What consequences to personnel or equipment will result if the event 

occurs? 

 

5. Is there evidence that this event may be part of a trend? 

 

6. What specific training should be provided to prevent the occurrence or 

mitigate the consequences of such an event at this facility? 

 

6.2.6 Regulatory Developments. Training personnel should monitor DOE andNuclear 

Regulatory Commission orders, regulations, special reports, etc., forinformation 

and changes in requirements affecting training. The impact ofregulatory changes 

can be evaluated using the following questions. 

 

1. What conditions do the changes address? 

 

2. Do those conditions exist at this plant? 

 

3. Will changes influence the way our personnel perform their tasks? 

 

4. What specific effects will this change have on training? 

 

5. Does the condition require an immediate response? 

 

6.3 Analyze Information 

 

Program evaluation information should be analyzed before it is used to make changes in 

training. The simplest method of analysis that will yield the information required should 

be used. Analysis methods include exception analysis and content analysis. Some types 

of data should be organized and tabulated using frequency distributions prior to analysis. 

Verify apparent performance discrepancies through discussions with appropriate 

personnel. The following activities are used to analyze data: frequency distributions, 

exception analysis, content analysis, and root cause identification. 

6.3.1 Frequency Distributions. Frequency distributions should be used for organizing, 

summarizing, and displaying data. They can be constructed using simple 

counting, averaging, and graphing procedures that show how often particular 
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events have occurred. They are normally used as the first step in analyzing 

responses to surveys and trainee progress test results. 

 

After all data from the indicators is collected, responses are tabulated. Totals are 

then entered into the corresponding spaces on a blank survey. The average (mean) 

response for each item is calculated and displayed on a bar chart. The bar chart 

presents survey information in a simple visual form. It highlights high and low 

values and permits easy comparison with acceptable performance standards or 

sets of previous data. 

 

6.3.2 Exception Analysis. Exception analysis is used for reviewing data to detect 

unacceptable variations from a predefined standard. Facility operating, 

maintenance, and industrial safety experience should be analyzed using this 

method. Increases in the frequency of accidents, injuries, personnel errors, rework 

or unscheduled maintenance, or increases in overtime above normal levels may 

indicate a need to provide additional training or improve existing training. 

Acceptable levels should be established for each of these parameters as criteria 

for comparison. If any observed value deviates from the criteria, the cause should 

be investigated. 

 

Feedback from employees and employee exams, supervisors, and instructor and 

trainee critiques should be analyzed to indicate if any training problem needs to 

be investigated. 

 

6.3.3 Content Analysis. Content analysis depends primarily on the expertise and 

professional judgment of the individuals performing it. Content analysis should 

be considered for use with all types of information and may be used in 

conjunction with exception analysis. Interview responses should be analyzed 

using content analysis. The following guidelines should be used when performing 

content analysis: 

1. Look for agreement. If respondents provide the same or similar answers, 

these answers are more likely to be valid; 

2. Do not disregard responses. Do not attempt to "second-guess" employees, 

supervisors, or subject matter experts. If a response appears erroneous or 

exaggerated, follow up with observations and additional discussion; and 

3. Focus the analysis on discovering specific tasks or subject areas in which 

training refinements seem necessary. 

 

6.3.4 Root Cause Identification. Identification of the root cause should lead to 

determination of the appropriate corrective action. Utilize training and facility 

personnel in the identification of root causes and the determination ofappropriate 
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solutions. In general, root causes are identified by first identifyingspecific 

symptoms of the problem. Then alternative causes are generated andinvestigated 

until they are confirmed or eliminated. 

 

Identification of root causes may be aided by the use of evaluation standards 

produced during the design phase. When facility events or feedback from 

employees or their supervisors indicate that workers have difficulty withspecific 

tasks, administering applicable evaluation standards to a group ofworkers may 

disclose the nature of the problem and its cause. 

 

6.4 Initiate Corrective Actions 

 

If a performance discrepancy or potential problem is discovered and analysis confirms 

that training can contribute to a solution, action should be initiated to correct theexisting 

or potential problem. Training modifications initiated because of existingdeficiencies in 

personnel performance and those resulting from changing needs shouldbe processed in a 

similar manner. Improvements and changes to training should beinitiated and tracked 

systematically. Analysis results should be retained to documentevaluation activities and 

indicators should continue to be monitored. 

 

Because of the amount of work and cost involved, any decision to modify trainingshould 

be carefully considered. Each facility should establish a procedure for decidingwhether 

or not training should be changed, how it should be changed, and to whom thenew or 

modified training should be provided. 

 

Improvements or revisions involving any phase of the training process (analysis, design, 

development, implementation, or evaluation) should be completed in a timely manner. 

Since some performance deficiencies can be eliminated by better implementation of an 

existing program, with no changes in the program itself, this should be considered. 

 

6.5 Key Considerations 

 

The following considerations should be emphasized when performing and evaluating 

activities during the evaluation phase. 
 

1. Responsibility for monitoring indicators, analyzing data, and approving revisions 

is clearly defined; 

 

2. The training department is alerted to facility operating, maintenance, and 

industrial safety experiences; 

 

3. Communication on training effectiveness occurs between plant supervisors and 

the training department; 
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4. Employee opinion of the quality and effectiveness of training is collected 

periodically; 

 

5. The training department is alerted to employee performance errors; 

 

6. The training department meets with maintenance and operations, supervisors and 

engineers to determine potential training problems; 

 

7. Training uses facility inspection and evaluation reports to guide program 

revisions; 

 

8. Facility modifications and procedure changes are monitored for training 

consequences; 

 

9. Training monitors industry operating and maintenance experiences for program 

impacts; 

 

10. Regulatory changes are reviewed for training consequences; 

 

11. Program performance data is analyzed; 

 

12. Proposed changes are reviewed by appropriate facility and training personnel; and 

 

13. Training changes are tracked. 
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ATTACHMENT 1
TRAINING NEEDS ANALYSIS REPORT

Requester:                                      Tracking No.:                                    
Date Issued:                                     

1. Task(s) requiring improvement: 

2. Frequency of the performed task(s):                                                        

3. Consequences of improperly performed task(s):                                        

4. Reason(s) task(s) require improvement:                                                   

5. Training recommendation(s):                                                                  

6. Training action plan if applicable (identify individual/department responsible for delivery of
training):                                                                              

(Training Analyst) (Date)

Reviewed By:

(Training Manager) (Date)

(Requester) (Date)

(Supervisor) (Date)

~ Approve Recommendation ~ Reject Recommendation

If recommendation is rejected, identify an alternative solution:                              

(Please return completed form to originator and training analyst.)
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ATTACHMENT 2
GUIDELINES FOR WRITING TASK STATEMENTS 

REQUIREMENTS EXAMPLE

Clarity: Use wording that is easily "Compare written description to actual
understood. performance"

Not
"Relate results to needs of field."

Be precise. Use words that Minimize the use of vague words like "check,
mean the same thing to all coordinate, and assist."
personnel int he job
classification.

Write separate, specific "Supervise files."
statements for each task. "Maintain files."

Not
"Have responsibility for maintaining files."

Completeness: Use abbreviations only after "Emergency Cooling System (ECS) may be
spelling out the term. followed by `Start up the ECS.'"

Include both form and title "Complete Task Description Worksheet"
number when the task is to (Form No. XXX).
complete a standard form,
unless all that is needed is the
general type of form.

Conciseness: Be brief. Short phrases are "Write production and control reports.".
preferred. Not

"Accomplish necessary reports involved in the
process of maintaining production and control
procedures."

Begin with a present-tense "Clean" or "Write."
action word (subject "I" or
"you" is understood).

Indicate an object of the action "Clean engine." "Write report."
to be performed.

Use terminology that is "Use applicable DOE documentation."
currently used on the job.

Consistency: Avoid stating a person's "Load computer tape."
qualifications, such as
experience or education. "Has on year computer training."

Not

Omit items on receiving "Give instruction."
instruction, unless actual work
is performed during training. "Attend lecture."

Not



DOE-HDBK-1078-94

69

ATTACHMENT 3
TASK RATING SYSTEM

Frequency of Performing Task:

Minimum 1. Less than once per year

2. Once every five to twelve months.

3. Once every three weeks to four months.

4. Once every one to two weeks.

Maximum 5. More frequently than once per week.

Importance of Task:

Minimum 1. Consequences of improper performance are negligible (improper
performance would make no difference in plant operation).

2. Consequences of improper performance are undesirable (improper
performance may impair reliability of a system or a process).

3. Consequences of improper performance are serious (improper
performance may require an Unusual Occurrence Report).

4. Consequences of improper performance are severe (improper
performance may result in an Alert Event).

Maximum 5. Consequences of improper performance are extremely severe
(a serious injury or site emergency may result).

Difficulty in Performing Task:

Minimum 1. "Very easy" to perform.

2. "Somewhat easy" to perform.

3. "Moderately difficult" to perform.

4. "Very difficult" to perform.

Maximum 5. "Extremely difficult" to perform.
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ATTACHMENT 4
SAMPLE SURVEY QUESTIONNAIRE

INTRODUCTION

This survey is designed to gather information about the                      Operator position at
                    . Its specific purpose is to obtain from you, the job incumbent, information concerning
technical tasks that make up your job. The information collected from this survey will be used by the
Training Department to design training programs which reflect actual job requirements. This is
possible only with your cooperation. Please consider each item listed in the survey, carefully. Your
contribution to this effort is essential. If you have any questions or problems related to this survey
please contact the Training Department. Thank you for your assistance in this effort.

GENERAL INSTRUCTIONS

Before beginning this survey, look through the booklet and become familiar with the contents and
all instructions. It is important to review the task inventory and become familiar with it, in order to
make a valid assessment of each task statement.

The survey is divided into two sections:

C Section I—Biographical Information—Asks for some information about your
background, general job description, and plant facilities. These descriptions will be used
to sort survey responses into common groups. In the event that clarification of a response
is required, your name is requested.  All survey responses will be treated confidentially. 

C Section II—Task Statements—Contains a listing of specific tasks which may or may not
be part of your particular job. These tasks are grouped by systems or duty areas and related
tasks are kept together to make it easier for you to think about any tasks you perform that
may not have been listed. You are asked to rate each task in terms of its "frequency,"
"importance," and overall "difficulty." These terms are defined in more depth in the
following pages.

Remember that your responses to the items in this survey should reflect what you do when
performing your job as an Operator. If referring to a procedure or reference would assist you in
responding to an item, please feel free to do so, but give your own opinion.
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SECTION I—BIOGRAPHICAL INFORMATION

Name:                                              Date:                                                    

1. What is your present job level? (Mark one)

~ Supervisor ~ Operator ~ Operator Trainee

2. How long have you worked in your present job title?           Year(s)           Month(s)

3. What is the highest level of education you have received?

a.          Grade school

b.          Attended high school, but did not graduate

c.          Graduated from high school or equivalent

d.          Attended trade/vocational school, but did not graduate

e.          Graduated from trade/vocational school

f.          Attended college, but did not graduate

g.          Graduated from college.

4. How many years of formal vocational/technical education have you had beyond high school?

a.  Military schools                  years                   months

b.  Nonmilitary schools               years                  months.

5. Please place a check mark beside each of the areas below in which you have had at least six (6)
months experience:

Area I:      C-331 Area III:      C-360
     C-315      C-350
     C-310      C-340
     C-310A    

Area II:      C-333 Area IV:      C-337
     C-333A      C-337
     RCW

Building:      C-300
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SECTION II—TASK STATEMENTS

Instructions

This section contains a list of tasks each of which may or may not be part of what you do on your
present job. Because this survey is being taken by individuals with several experience and
responsibility levels, we expect that some individuals will not perform many of the tasks and few
individuals will perform all of the tasks.

You are asked to make three ratings for each task that is part of your job: Frequency (how often
you do the task), Importance (how serious it is if the task is done improperly), and Difficulty  (how
hard it is to do the task properly). If you are not responsible for performing a particular task, just
circle "Zero" (Never) for that task. It is anticipated that there may be tasks listed for which you are
responsible, but may not have performed (for example, a task which is rarely performed, such as an
emergency or abnormal situation). The three rating scales that follow are explained in more detail,
and are repeated on the last page of the booklet which should be folded out for easy reference. Please
rate these tasks to the best of your ability. Be sure to mark an answer for every task. Please use a
pencil in case it is necessary to change a response.

Frequency

In this column you are asked to indicate how often you perform each task. When estimating the
frequency of performance, think back over your activities and indicate how often you personally have
performed each task by circling the appropriate frequency code number from the scale below:

1 = RARELY—Perform once a year or less

2 = SELDOM—About three or four times a year

3 = OCCASIONALLY—About one time per month

4 = OFTEN—About once a week

5 = VERY OFTEN—Daily.

Importance

This column asks you to rate the overall importance of each task in terms of the consequences of
inadequate performance. You should consider the overall impact with regard to possible unnecessary
contamination, damage to equipment and systems, injury to personnel, loss of production capability
and possible environmental impact from failure to perform a task properly. Rate task importance using
the following guidelines:
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1 = NEGLIGIBLE—Improper task performance does not result in unnecessary exposure nor does it
make any difference in plant operation (no lost production). Neither does it pose any personnel or
environmental safety consequences.

2 = UNDESIRABLE—Improper task performance may result in a dose considered inconsistent with
ALARA or cause some undesirable consequences to plant operation (reduced production capability
or some potential environmental impact).

3 = SERIOUS—Improper task performance may result in exceeding plant or equipment operating
limits, which may require moderate corrective action.

4 = SEVERE—Improper task performance may result in equipment damage or personnel injury
requiring extensive corrective action.

5 = EXTREMELY SEVERE—Improper task performance may result in serious exposure or
contamination, implying possible health consequences or plant/equipment consequences that may
be enormously time consuming or costly to correct.

Difficulty

This scale is used to rate the difficulty of performing a task in the typical setting or location, rather than
in unusual circumstances or in locations rarely encountered. In judging task difficulty, consider the
knowledge required to perform the task or the mental activity required. Rate task difficulty using the
following scale:

1 = VERY EASY—The mental activity required is low, and the degree of task complexity is low.

2 = SOMEWHAT EASY—The mental activity required is low, and the degree of task complexity is
medium.

3 = MODERATELY DIFFICULT—The mental activity required is medium, and the degree of task
complexity is medium.

4 = VERY DIFFICULT—The mental activity required is medium to high, and the degree of task
complexity is high.

5 = EXTREMELY DIFFICULT—The mental activity required is medium to high, and the degree of
task complexity is very high.

The examples below illustrate how to make your ratings for each task. The ratings shown in these examples
are not meant to be accurate for any given job, but to show the correct way to mark your responses.
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The example immediately following shows the most common type of response where the task is performed
as part of the individual's job. The incumbent performs the task "about once a week," thus No.4 has been
circled in the Frequency column. Number 3 has been circled in the Importance column, because the
incumbent feels that "improper task performance may result in consequences requiring considerable corrective
action. "Again, No.4 has been circled in the Difficulty  column because the incumbent feels that task difficulty
is high:

Task Never       Frequency        Importance         Difficulty       

1. Operate Vibration 0     
Detection System

1 2 3 ±±4 5      1 2 ±±3 4 5     1 2 3 ±±4 5     

In the example below, the person completing the survey does not perform the task as part of his/her present
position. Zero(0) has been circled under Never and the other scales have not been marked:

Task Never        Frequency       Importance           Difficulty           

1. Unload Lube Oil 1 2 3 4 5      1 2 3 4 5          1 2 3 4 5         
Tank Car

±±0       
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102. PROCESS COOLANT SYSTEM

Task Never      Frequency     Importance     Difficulty     

102.1 Prepare tank car for unloading. 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5

102.2 Unload tank car. 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5

102.3 Obtain moisture content 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5
samples.

102.4 Dry coolant. 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5

102.5 Regenerate molecular sieve. 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5

102.6 Leak rate systems and headers. 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5

102.7 Operate liquid transfer pumps. 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5

102.8 Operate IR pumps. 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5

102.9 Operate Beech-Russ pumps. 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5

102.10 Operate UF  Pit R-114 separation 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 56—

unit (C-335).

102.11 Obtain coolant negatives on cells 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5
and equipment.

102.12 Sample for negatives. 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5

102.13 Detect leaks through soaping 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5
(Gastech and OVA).

102.14 Calibrate OVA. 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5

102.15 Perform routine daily checks. 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5

102.16 Perform prescheduled tests and 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5
inspections.

102.17 Complete safety system 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5
documentation.
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102.18 Pump coolant to running systems. 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5

102.19 Apply/Issue electrical work 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5
permits.

102.20 Apply/Issue hazardous work 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5
permits.

102.21 Apply/Issue DNO tags. 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5

102.22 Adjust coolant pressures and 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5
temperatures.

102.23 Interpolate coolant data. 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5

102.24 Transfer coolant to other 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5
buildings.

102.25 Obtain coolant data. 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5

102.26 Operate coolant 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5
instrumentation and 
interpolate it.

102.27 Troubleshoot coolant alarms. 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5

102.28 Drain coolant. 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5

102.29 Sample Pit R-114 for oxygen 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5
content (portable meter).

102.30 Don SCBA, or air-line- 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5
supplied masks, before
entering pit.

102.31 Operate manual valves. 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5

102.32 Identify abnormal conditions. 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5

102.33 Operate Pit R-114, O  deficiency 0 1 2 3 4 5 1 2 3 4 5 1 2 3 4 52

meter.
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ATTACHMENT 33
POSTTRAINING INTERVIEW

Instructions—Review the following questions and briefly comment on each:

1. How difficult was the instruction?  

2. How was the length of the instruction?  

3. How was the amount of information? 

4. Was the information clear or confusing? 

5. How was the vocabulary in the lesson? 

6. Were the directions clear or confusing? 

7. How were the practice exercises? Were they helpful? 

8. How was the lesson's pace? 

9. How were the illustrations? 

10. Was the instruction sequenced logically? 

11. Did you know this information before you came to class? 

12. Any other general comments?  
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ATTACHMENT 34
INSTRUCTOR LESSON RATING FORM

NAME:                                       COURSE TITLE:                                   

DATE STARTED:                      DATE COMPLETED:                            

UN-
QUESTIONS SAT SAT CORRECTIVE ACTION/COMMENTS

1. Were course objectives
developed from specific tasks
for the course?

2. Did test questions match the
objectives taught?

3. Did subject matter contain
just the information necessary
to teach that objective?

4. Were student exercises and
practices in instructional
material relevant to specific
learning objectives?

5. Were reference materials
readily available to the
instructor and the students?

6. Were audio equipment and
materials easily obtainable
and in good working order?

7. Were students interested in
the subject matter?

8. Were students attentive and
well motivated?

9. Was instructor interested in
the subject matter and        
material?

10. Did instructor have adequate
time to prepare for the
course?

11. Was learning environment the
most suitable to the material
being taught?
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ATTACHMENT 34
INSTRUCTOR LESSON RATING FORM

(Continued)

UN-
QUESTIONS SAT SAT CORRECTIVE ACTION/COMMENTS

12. Was the delivery the system
most efficient and economical
available?

13. Was the instructor-to-trainee
ratio appropriate for the instruc-
tional setting?

COURSE PROBLEMS ACTION
RECOMMENDED CORRECTIVE  

                                     
(Instructor)           
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ATTACHMENT 35
SAMPLE COURSE CRITIQUE

INSTRUCTIONS:   This critique sheet will be used to evaluate and improve facility training
programs.  Please place an "X" in a number block to represent your score for each criterion, and include
additional comments, if you wish.  An envelope for completed course critique sheets will be provided by
your instructor.  These completed critique sheets will then be delivered  to the appropriate Training
Manager.

Name:  Job Title: 
Course: Course Date(s): 
Instructor(s): Course Location: 

PERFORMANCE

Needs
Improvement Adequate Excellent

CRITIQUE QUESTIONS 1 2 3 4 5 6 7 8 9 10

1. Technical quality of the course?

2. Teaching skills/expertise of the
instructor?

3. Technical knowledge of the in-
structor?

4. Instructor attitude?

5. Appropriateness of course topics?

6. Sequence of course topics?

7. Length of course?

8. Instructional quality of training
material?

9. Participant learning resulting from
the course?

10. Overall opinion of the course?

(Note:  If comment is directed to a particular criteria, please include the number with your
comment.)  Comments: 

Signature (optional)     
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ATTACHMENT 36
EXAMPLE EMPLOYEE TRAINING EVALUATION

This form is to be completed by the trainee following completion of the training. A rating of 1 indicates little
or no value or poor quality. A rating of 5 indicates high value or high quality.

EMPLOYEE TRAINING EVALUATION

Course Title:

Instructor: Date:

Please include comments in each blank: Check appropriate box: 

1. Objectives (clear, appropriate)?

2. Content (organized, relevant)?

3. Speaker (knowledgeable, responsive)?

4. Delivery (lively, stimulating, clear, fluid)?

5. Visual Aids (helpful, well-designed)?

6. Handouts (helpful, well-designed)?

7. Application (useful on the job)?

8. Overall Rating (satisfying, recommendable)?

Poor              Excellent

1 2 3 4 5

Poor              Excellent

1 2 3 4 5

Poor              Excellent

1 2 3 4 5

Poor              Excellent

1 2 3 4 5

Poor              Excellent

1 2 3 4 5

Poor              Excellent

1 2 3 4 5

Poor              Excellent

1 2 3 4 5

Other comments (e.g., training weaknesses/strengths, suitability of course length, adequacy of
facility:

Name (optional): Contractor:

Department: Title:
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ATTACHMENT 37
REVISION CRITIQUE SUMMARY

The following example represents a method for instructors to summarize the major comments
submitted by students for supervisory notification and possible course or lesson revision:

Course/Lesson Title:                                                                                            

Period of Instruction:                               Instructor:                                      

Critique Comments Recommended Action

         /          /          
      (Submitted By) (Date)           

Training Coordinator's Comments:  

Action:
~  Revision File            /          /          

    (Training Coordinator) (Date)           
~  Return

cc:  Training Manager
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ATTACHMENT 38
LESSON PLAN REVIEW CRITERIA CHECKLIST

This example checklist could be used to judge whether a lesson plan meets predetermined standards
and is ready for use by an instructor. 

Note: To use this checklist each item must be compared to standards that are determined by your
individual facility. These standards should be included on this form.

Course/Program: 
Author: Revision No.: 

Date:        /      /      
Instructions to Reviewer: Place the appropriate letter in the blank provided—

S (Satisfactory), U (Unsatisfactory).  If U is entered, explain why in the comment section:

S = Item is properly completed

U = Item is not completed or improperly completed

N/A = Not applicable.

Cover Page (A)

1.        Course/program title

2.        Module/title or unit number

3.        Appropriate approvals (supervisor, SME, etc.)

4.        Prerequisites for module/unit

5.        Page numbers with total pages of lesson plan listed

6.        Revision number and effective date (if initial lesson plan, write in date of lesson plan
completion)

7.        Author's name

8.        Revisor's name

9.        Learning objectives

10.       Learning objectives listed in sequence as taught

11.       Approximate teaching time

12.       Instructor references

13.       Trainee references.

Comments: 
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ATTACHMENT 38
LESSON PLAN REVIEW CRITERIA CHECKLIST

(Continued)

Left-Hand Column (B):
1.       Content written in seminarrative style (not a typical outline or

completely narrative textbook)
2.       Content introduction, motivational statement
3.       Content summary/review of objectives
4.       Content matches objectives
5.       Math word problems with solutions fully written.

Comments:  

Right-Hand Column (C):
1.       Lists instructional methods in sufficient detail to permit another

instructor to successfully teach the lesson
2.       Lists media to be used
3.       Lists oral questions and answers.

Comments:  

OVERALL RECOMMENDATION

The reviewer is instructed to use the following criteria and check one of the two boxes below:

1. If all applicable items are Acceptable—Check Box a.

2. If any applicable items are Unacceptable—Check Box b.

3. List specific problems under "Comments."

 ~ a. Recommended for approval.

 ~ b. Not recommended for approval.  Critical missing items listed below should
be added and the lesson plan resubmitted for review and approval.

Comments: 

Reviewer's Signature: Date:        /      /      
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ATTACHMENT 39
INSTRUCTOR OBSERVATION CHECKLIST—CLASSROOM

       /      /      
  (Instructor/Observer)   (Class Size) (Date)     

                                                                                                                                                 
  (Course Title)    (Phase Title) (Lesson Title)       

                                                                                                                                                 
[Length of Lesson (scheduled/actual)] (Length of Observation)       

Directions:   Check Yes, No, N/O (Not Observed), of N/A (Not Applicable).

The following questions provide a example of how a checklist format could be used to evaluate
an instructional presentation in a classroom setting:

1. Advance Preparation— Determine if the instructor demonstrated adequate preparation for the
training session:

YES NO N/O N/A
a. Training area was set up for effective instruction prior

to training (e.g., lighting, seating, supplies)? ~ ~ ~ ~

b. Training materials were gathered and checked for
accuracy, completeness, and legibility? ~ ~ ~ ~

c. Training materials were previewed? ~ ~ ~ ~

d. Administrative materials (e.g., attendance sheets) 
were organized for effective and efficient use? ~ ~ ~ ~

e. Training aids and materials (e.g., tests, handouts, 
transparencies) were available? ~ ~ ~ ~

f. Audio/Visual equipment was set up and operational? ~ ~ ~ ~

2. Format of the Training Material— Determine if the instructor demonstrated ability to follow the
lesson:

YES NO N/O N/A
a. An overview of the session was presented as a part

of the introduction? ~ ~ ~ ~

b. Training content was presented according to the lesson
plan? ~ ~ ~ ~
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ATTACHMENT 39
INSTRUCTOR OBSERVATION CHECKLIST—CLASSROOM

(Continued)

2. Format of the Training Material  (continued):
YES NO N/O N/A

c. Instructor/trainee activities were implemented according 
to the plan? ~ ~ ~ ~

d. The instructor demonstrated the ability to make instruc-
tion meaningful for the trainees? ~ ~ ~ ~

e. Training objectives were provided at the beginning of the
class? ~ ~ ~ ~

f. Objectives were reinforced during the training? ~ ~ ~ ~

g. Examples and analogies were used to apply the content
to practical situations? ~ ~ ~ ~

Determine if the instructor demonstrated the ability to focus trainee attention on the training
content:

YES NO N/O N/A
a. The trainees were provided with an appropriate purpose/

rationale for the training? ~ ~ ~ ~

b. Interest in the topic was increased through use of 
reinforcement? ~ ~ ~ ~

c. The relationship of the present session to previous training
was identified? ~ ~ ~ ~

d. The on-the-job significance of the training was
emphasized? ~ ~ ~ ~

Determine if the instructor demonstrated the ability to present the content and instructor/ trainee
activities in an organized, logical sequence:

YES NO N/O N/A

a. One teaching point/objective flowed to the next? ~ ~ ~ ~

b. Trainees could follow the presentation without
confusion? ~ ~ ~ ~

c. "Nice to know" information was minimized? ~ ~ ~ ~

d. Meaningful relationships between concepts and skills
were clear? ~ ~ ~ ~

e. Topics had natural beginning and ending points? ~ ~ ~ ~
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ATTACHMENT 39
INSTRUCTOR OBSERVATION CHECKLIST—CLASSROOM

(Continued)

3. Technical Material Review  (for use when evaluation is performed by a SME)—Determine if the
instructor demonstrated appropriate technical competence to present the subject matter:

YES NO N/O N/A

a. Content knowledge was accurate and current? ~ ~ ~ ~

b. Knowledge was of appropriate depth? ~ ~ ~ ~

c. Knowledge could be applied to the job as appropriate? ~ ~ ~ ~

4. Applied Instructional Theory— Determine if the instructor demonstrated the ability to involve
trainees actively in the learning process (as opposed to constant lecture or watching a
demonstration):

YES NO N/O N/A

a. Active trainee participation was encouraged? ~ ~ ~ ~

b. Checks for understanding were made through question-
ing, performance, review quizzes, etc? ~ ~ ~ ~

c. Training was monitored/adjusted according to trainee
needs? ~ ~ ~ ~

d. Allowances were made for "slower" and "faster"
learners? ~ ~ ~ ~

e. Behavior and trainee responses were reinforced in a
positive manner? ~ ~ ~ ~

f. Frequent and appropriate trainee responses were 
elicited? ~ ~ ~ ~

g. Opportunity to ask subject-matter questions was
encouraged? ~ ~ ~ ~

h. Trainees were given an opportunity to practice more 
than once (if needed)? ~ ~ ~ ~

i. "Hands-on" practice was provided where possible? ~ ~ ~ ~

j. "Hands-on" practice emphasized critical steps and
skills? ~ ~ ~ ~
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ATTACHMENT 39
INSTRUCTOR OBSERVATION CHECKLIST—CLASSROOM

(Continued)

4. Applied Instructional Theory (continued)  Determine if the instructor summarized key points,
information, and task steps before progressing to the next objective:

YES NO N/O N/A
a. The amount of information presented was appropriate

for the trainees? ~ ~ ~ ~

Additional Comments:  
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ATTACHMENT 40
TRAINING DEVELOPMENT RECOMMENDATION CHECKLIST

The example below is representative of how a checklist could be used to evaluate facility
change actions and their applicability to training.

Originator:                                                                                                                                 

New Development: Revision:                          

1. Identify the problem/need:                                                                                                  
                                                                                                                                           
                                                                                                                                           

2. Is the problem/need safety-related? Yes:                      No:            

3. What job classification is affected? (Check one)

    a. Control Room operator
    b. Shift supervisor
    c. Shift superintendent
    d. Facility equipment operator
    e. Shift technical advisor
    f. Electrician
    g. Mechanical maintenance
    h. Instrument and control technician
    i. Radiation protection technician
    j. Chemistry technician
    k. Managers and technical staff
    l. Other  

4. What type of task is involved? (Check one)

    a. Normal operations
    b. Maintenance and surveillance
    c. Administrative
    d. Abnormal
    e. Emergency
    f. Team evolution
    g. Other  

5. How important is this situation? (Check one)

    a. Negligible
    b. Undesirable
    c. Serious
    d. Severe
    e. Extremely severe

6. Does the situation require urgent consideration? Yes:                      No:            
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ATTACHMENT 40
TRAINING DEVELOPMENT RECOMMENDATION CHECKLIST

(Continued)

7. How difficult is this task to perform? (Check one)

    a. Not difficult
    b. Moderately difficult
    c. Very difficult

8. What is the frequency of this problem/need? (Check one)

    a. Infrequent (a few times a year)
    b. Moderately (about once a month)
    c. Very frequent (weekly to daily)

9. What is the source of the problem/need? (Check one)

    a. Lack of training
    b. Insufficient training emphasis
    c. Lack of practice during training
    d. Incorrect training materials
    e. Conflict between training and job requirements
    f. Regulatory requirement
    g. Not applicable

10. How can this recommendation benefit facility operations? (Check one)
    a. Correct unsafe practices
    b. Improve facility availability
    c. Eliminate equipment misuse/damage
    d. Reduce reworks
    e. Reduce unscheduled maintenance
    f. Improve employee performance
    g. Accelerate qualification
    h. Avert anticipated problem
    i. Respond to regulatory/requirement/change
    j. Maintain job qualifications

11. How do you suggest training be revised or developed?
(Attach a written description that describes the root cause of the problem and how it should
be corrected.)

Recommendation Submitted By:       /     /     
(Signature/Title) (Date)    

Recommendation Reviewed By:       /     /     
   (Signature) (Date)   

Recommendation Approved By:       /     /     
   (Signature) (Date)   
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ATTACHMENT 41
LABORATORY INSTRUCTOR EVALUATION

This rating scale provides an example of how a laboratory session could be evaluated. The
Mastery, Satisfactory, and Unsatisfactory ratings provide a three-part rating scale.

Date:       /     /     
INSTRUCTOR: EVALUATOR:

Name:  Name:  
Title:   Title:  
Course Name:  
Course Number:  Control Number:  

EVALUATION:

Announced:  Unannounced:  
Start Time:  Stop Time:  

Instructions— The instructional evaluation form is divided into five parts.  Each statement
should be rated.

EXPLANATION OF RATINGS

M = Mastery — Instructor exhibited and consistently applied the
stated characteristic.

S = Satisfactory — Instructor exhibited the stated characteristic.

U = Unsatisfactory — Instructor did not exhibit the stated characteristics.

NA = Not Applicable — Not relevant to this observation.

N/O = Not Able to Observe — Evaluator not present when it should have occurred.

    Ratings  
        General Instructional Techniques           (circle one)          Notes         

1. Objectives for the laboratory were:

a. Stated prior to performance. M S U NA N/O

b. Discussed prior to performance. M S U NA N/O
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ATTACHMENT 41
LABORATORY INSTRUCTOR EVALUATION

(Continued)

    Ratings  
        General Instructional Techniques           (circle one)             Notes              

2. Instructor followed the lab guide (content M S U NA N/O
and time).

3. Instructor actively assisted trainees M S U NA N/O
during lab sessions.

4. Instructor identified and corrected trainee M S U NA N/O
knowledge and skill weaknesses.

5. Instructor used trainee responses and M S U NA N/O
other situations as opportunities to teach 
and reinforce concepts.

6. Instructor indicated interest and enthu- M S U NA N/O
siasm for the session.

7. Instructor listened to the trainees and M S U NA N/O
responded to their questions and needs.

8. Instructor adjusted the pace to the level M S U NA N/O
of trainees' knowledge and ability.

9. Instructor movements and gestures were M S U NA N/O
appropriate (not distracting).

10. Instructor maintained vocal variety M S U NA N/O
(avoided monotone).

11. Instructor avoided using distracting vocal M S U NA N/O
mannerisms (“and-uh,” “you know,” 
“okay?”).

12. The instructor summarized activities at the M S U NA N/O
end of the session.

13. Instructor solicited and answered unre- M S U NA N/O
solved trainee questions at the end of
session.
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ATTACHMENT 41
LABORATORY INSTRUCTOR EVALUATION

(Continued)

Knowledge of Subject Matter     Ratings  
        (only to be answered by SME)               (circle one)              Notes             

1. Instructor explained technical information M S U NA N/O
clearly and concisely.

2. The instructor pointed out differences M S U NA N/O
that may exist between the lab and 
actual facility procedures and equipment.

3. The questions required the trainees to:

a. Think through causes and M S U NA N/O
effects of steps.

b. Think through plant conditions, M S U NA N/O
activities, causes, and responses.

c. Integrate knowledge (theory, M S U NA N/O
systems, procedures, tech specs/
bases, etc.).

4. Instructor's feedback to trainees (timing, M S U NA N/O
frequency, nature) was appropriate for 
the stage of the session.

5. The instructor effectively incorporated M S U NA N/O
the theory of facility operations and 
industry operating experiences into the
laboratory training.

6. Enough time was spent on exercises. M S U NA N/O

Comments and Examples:   



DOE-HDBK-1078-94

185

ATTACHMENT 42
INSTRUCTOR PERFORMANCE ASSESSMENT INSTRUMENT

This rating scale provides an example for development of a five-part rating scale. Each descriptor builds on
the previous one, thus providing a progressive rating from Low (1) to High (5). The specific application of this
rating scale is to evaluate instructional materials with regard to their support of the lesson's learning objectives.

Instructions: The material is arranged so that the indicators are grouped according to the competency which
they define. Each indicator is followed by a general comment which clarifies the intent of the
indicator. Key points in the descriptors and corresponding examples are also provided in an effort
to make evaluating the competency and indicator easier. Rate the indicator by circling the
appropriate descriptor number (1, 2, 3, 4, 5).

Instructor's Name:  Date:        /      /      
Course/Program:  

COMPETENCY: Uses instructional techniques, methods, and media related to the objectives.
INDICATOR: Uses instructional materials that provide learners with appropriate practice onobjectives.

(The focus of this indicator is on materials such as texts, lab equipment, etc., used by individual trainees. This
may be left blank in some situations. This indicator requires reference to the instructor's plans since the focus is the
match of materials with objectives.)

Circle
 One                      Scale of Descriptors                               Comments                  

1. Materials chosen are irrelevant to the topic or 
objectives, or no materials are used when it would 
have been appropriate to do so.

2. Materials chosen are related to topics, not objectives.
For example, the objective may state “distinguish
between gamma and beta radiation,” but the list used
includes many other radiation types.

3. Most materials chosen are relevant and provide for 
practice on specific objectives. Some of the practice 
may be insufficient in quantity to achieve the 
objectives.

4. Materials chosen are relevant to the objectives. 
Trainees are given ample opportunity to practice the 
objectives.

5. In addition to Item 4, formal or informal progress
assessment techniques are used to determine whether     
the practice individual trainees receive is sufficient. 
Classroom questions may be an adequate basis for
a 5 rating if Descriptor 4 is observed. However, 
simply asking “Any questions?” is not sufficient 
for a rating of 5.
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ATTACHMENT 42
INSTRUCTOR PERFORMANCE ASSESSMENT INSTRUMENT

(Continued)

COMPETENCY: Plans instruction to achieve selected objectives.
INDICATOR: Specifies or selects trainee objectives for lessons.

(This indicator was selected to assess the appropriateness of the objectives which are found in the lesson plans.
Objectives are to be rated if they are prepared by the instructor or are selected for use from the textbook, a “canned”
instructional program, or other source. To be rated, the objectives must be included in the portfolio. For a rating
of 3 or higher, the objectives must be stated as expressive encounters or in the performance terms.)
Circle
 One                      Scale of Descriptors                               Comments                  

1. The instructional plans do not include objectives for
trainees. If there are objectives they are in terms of
instructor behaviors or goals.

Example:
Instructor Behavior—The instructor will introduce
the topic of reactor fundamentals. 
Long-Range Goals—The trainee will become a good
operator by his study of reactor fundamentals.

2. The plans include a statement of trainee objectives 
which are written in broad terms. Many of the 
objectives seem questionable for the topic or the
trainees. Objectives that should have been used with 
the unit are missing.

Example:
Broad Terms—The trainee will understand the 
process of reactivity.

3. The plans include stated trainee objectives that, with 
only a few exceptions, are appropriate for the topic 
and the trainees.

Example:
Performance Outcome—Those objectives in which
the desired outcome is stated in behavioral terms
(e.g., the trainee will draw a one-line diagram of
the RHR system).

4. All objectives are appropriate to the unit and the 
trainees. The differences in Items 3 and 4 are that 
in Item 3 some of the objectives are questionable for 
the topic and the trainees; whereas, in Item 4 all 
objectives are appropriate for the topics and the 
trainees.

5. In addition to the items included in Item 4, the 
objectives are sequenced in hierarchical fashion by 
either the instructor or the text.
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ATTACHMENT 42
INSTRUCTOR PERFORMANCE ASSESSMENT INSTRUMENT

(Continued)

COMPETENCY: Demonstrates a variety of teaching methods.
INDICATOR: Implements learning activities in a logical sequence.

(The intent of this indicator is to determine if the instructor can select and logically sequence learning activities.
The intent is also to determine if there is sequence from one activity to another within an activity.)

Circle
 One                      Scale of Descriptors                               Comments                  

1. Activities in the classroom are unrelated to one 
another or to the objectives.

2. Many ideas, skills, or activities seem out of sequence.

3. The lesson is arranged to present most ideas, skills,
etc., in a logical sequence. Only occasionally is there
a problem of sequence.

4. No instances of problems in sequencing are noted.

5. In addition to Item 4, provision is made to acquire 
prerequisites before or during learning activities, if 
learners have not already done so.
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ATTACHMENT 43
SUPERVISOR'S POSTTRAINING FEEDBACK

This example provides a model for supervisors feedback on trainees three to six months after training has taken
place. This is not a complete evaluation instrument, but it is a sample of a five-part rating scale used for
posttraining evaluation.

This posttraining evaluation is designed to obtain information which will maintain and improve training program
quality. Based upon your observations of the trainee's job performance, rate the trainee on each of the listed tasks
by circling the appropriate number. The rating should be based on performance of tasks that were trained on during
the course or program.

Supervisor's Name:  Date:         /       /       

Course/Program Title:  

Rating Scale:

1— Unacceptable trainee performance; insufficient display of learning ability and/or manual
dexterity.

2— Poor trainee performance (partially competent); marginal display of learning and/or manual
dexterity.

3— Adequate trainee performance (competent); sufficient display of learning and/or manual
dexterity.

4— Very competent trainee performance; good display of learning and/or manual dexterity.

5— Extremely competent trainee performance; outstanding display of learning and/or manual
dexterity.

TASK STATEMENT:  Initiate a chemical item classification permit as the requester.

Rating:    1  2  3  4  5

TASK STATEMENT:  Remove protective (anticontamination) clothing.

Rating:    1  2  3  4  5

TASK STATEMENT:  Perform a locked, high-radiation area/exclusion area, entry/exit.

Rating:    1  2  3  4  5

TASK STATEMENT:  Perform equipment/tool/area decontamination.

Rating:    1  2  3  4  5
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ATTACHMENT 44
SIMULATOR INSTRUCTOR OBSERVATION

This rating scale example is not complete but provides an example format of how simulator instruction
could be evaluated. The H (High), M (Moderate), and L (Low) scale provides a three-part rating for
evaluation.

Instructor:  Course:                                                                

No. of Trainees:               Date:     /   /   Time:              Observer Signature:                                             

Instructions: Below is a list of competencies which simulator instructors should use to contribute to the
learning process. For each competency observed, please check H (High) always observed,
M (Moderate) generally observed, or L (Low)  seldom observed, to indicate its strength.
The ratings must be based on the appropriateness of the characteristic observed. Comment
on the overall characteristics or on each specific characteristic as necessary.

Competency/Characteristic Rating Comment

Questioning Techniques:
1. Poses questions to the group.
2. Restates learner's response.
3. Handles incorrect responses

appropriately.

H     M     L

~ ~ ~
~ ~ ~
~ ~ ~

Use of Simulator:

1. Communicates using proper phones.
2. Requires trainees to use proper

phones.
3. Initiates malfunctions properly.
4. Operates instructor's console

correctly.
5. Utilizes simulator training time

effectively.
6. Utilizes simulator training time

effectively.

H     M     L

~ ~ ~
~ ~ ~
~ ~ ~
~ ~ ~
~ ~ ~
~ ~ ~

Trainee Activities:
1. Reports to assigned facility. ~ ~ ~
2. Uses procedures. ~ ~ ~
3. Uses reference material

appropriately. ~ ~ ~
4. Uses phones correctly. ~ ~ ~
5. Works as a team. ~ ~ ~
6. Maintains proper roles. ~ ~ ~
7. Responds positively to critique. ~ ~ ~

H     M     L
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ATTACHMENT 44
SIMULATOR INSTRUCTOR OBSERVATION

(Continued)

Competency/Characteristic Rating Comment

Technical Knowledge (Contents to be used by subject-matter experts only):

1. Presents information clearly. ~ ~ ~
2. Demonstrates knowledge of

reactor operator, senior reactor
operator, and shift supervisor ~ ~ ~
positions.

3. Focuses presentation on level of ~ ~ ~
learner's understanding.

4. Organizes material and ~ ~ ~
presentation well.

5. Demonstrates familiarity with facili- ~ ~ ~
ty procedures/reference material.

H     M     L

Summary (Overall):
1. Completes required documentation ~ ~ ~

and logs.
2. Summarizes simulator session. ~ ~ ~

H     M     L

Reviewed with instructor:          /        /        
       (Reviewer) (Date)          

       (Instructor)

Noted:          /        /        
    (Supervisor)           (Date)

cc: File (original)
Instructor
Training Manager

(Note:   Similar forms should be developed and used for each instructional setting.)
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ATTACHMENT 45
TRAINEE POSTTRAINING EVALUATION

This Trainee Posttraining Evaluation example is not complete but is representative of how combined rating scales
can be used effectively. For each task, the knowledge and performance items are three-part scales and the job
relatedness and job preparedness items are six-part scales.

Name:  

Course/Program Title:  

Date(s) of Training:  

This Trainee Posttraining Evaluation questionnaire is designed to obtain information which will maintain and
improve the quality of our training programs. Based on what you now know about your job in relation to the
training you received in this course, please rate the following performance objectives/task statements by checking
the relevant line or by circling the appropriate number on the rating scales.

TASK STATEMENT: Conduct surveillance test of instrument valves.

1. Knowledge—Training provided knowledge of (check one):

____ a. Parts, tools, equipment, and simple facts used on the job.

____ b. Includes “a” above plus the procedures used to complete the task.

____ c. Includes “a” and “b” above plus the operating principles involved in performing the task.

2. Performance—Training provided the skills needed to perform (check one):

____ a. Simple parts of the task.

____ b. The task with supervision.

____ c. The task without supervision.

3. Job Relatedness—Tasks trained on related to my job (circle one):

N/A 1 2 3 4 5

(Not applicable, (Applies (Applies somewhat (Applies to about (Applies mostly (Applies to all

does not apply very little to my job.) half of my job.) to my job.) of my job.)

to my job.) to my job.)

4. Job Preparedness—Level of task training prepared me for my job (circle one):

N/A 1 2 3 4 5

(Not applicable, (Applies (Applies somewhat (Applies to about (Applies mostly (Applies to all

does not apply very little to my job.) half of my job.) to my job.) of my job.)

to my job.) to my job.)
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ATTACHMENT 45
TRAINEE POSTTRAINING EVALUATION

(Continued)

TASK STATEMENT: Calibrate and maintain source range monitor.

1. Knowledge—Training provided knowledge of (check one):

____ a. Parts, tools, equipment and simple facts used on the job.

____ b. Includes “a” above plus the procedures used to complete the task.

____ c. Includes “a” and “b” above plus the operating principles involved in performing the task.

2. Performance—Training provided the skills needed to perform (check one):

____ a. Simple parts of the task.

____ b. The task with supervision.

____ c. The task without supervision.

3. Job Relatedness—Tasks trained on related to my job (circle one):

N/A 1 2 3 4 5
(Not applicable, (Applies (Applies somewhat (Applies to about (Applies mostly (Applies to all
does not apply very little to my job.) half of my job.) to my job.) of my job.)
to my job.) to my job.)

4. Job Preparedness—Level of task training prepared me for my job (circle one):

N/A 1 2 3 4 5
(Not applicable, (Applies (Applies somewhat (Applies to about (Applies mostly (Applies to all
does not apply very little to my job.) half of my job.) to my job.) of my job.)
to my job.) to my job.)

TASK STATEMENT: Tag defective equipment/tools.

1. Knowledge—training provided knowledge of (check one):

____ a. Parts, tools, equipment and simple facts used on the job.

____ b. Includes “a” plus the procedures used to complete the task.

____ c. Includes “a” and “b” plus the operating principles involved in performing the task.

2. Performance—Training provided the skills needed to perform (check one):

____ a. Simple parts of the task.

____ b. The task with supervision.

____ c. The task without supervision.
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ATTACHMENT 45
TRAINEE POSTTRAINING EVALUATION

(Continued)

3. Job Relatedness—Tasks trained on related to my job (circle one):

N/A 1 2 3 4 5
(Not applicable, (Applies (Applies somewhat (Applies to about (Applies mostly (Applies to all
does not apply very little to my job.) half of my job.) to my job.) of my job.)
to my job.) to my job.)

4. Job Preparedness—Level of task training prepared me for my job (circle one):

N/A 1 2 3 4 5
(Not applicable, (Applies (Applies somewhat (Applies to about (Applies mostly (Applies to all
does not apply very little to my job.) half of my job.) to my job.) of my job.)
to my job.) to my job.)
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ATTACHMENT 46
TRAINEE CUMULATIVE FEEDBACK EVALUATION

This questionnaire example is not complete but provides a format model for evaluating trainee feedback at the
end of a course. (Note that the scale requires each trainee to evaluate and express an opinion about statements
relating to the training just received.)

Course/Program:  Date:         /        /      

Name (Optional): Instructor's Name:                                   

Please circle the following statements using the following scale:

0 = N/A — Not Applicable Nor Observed

1 = SD — Strongly Disagree

2 = D — Disagree

3 = N — Neutral

4 = A — Agree

5 = SA — Strongly Agree

N/A SD D N A SA

1. Time allotted to each unit of 0 1 2 3 4 5
instruction was about right?

2. Examples, analogies, and topics in 0 1 2 3 4 5
training were relevant to my job
needs?

3. Training aids, audio-visuals and 0 1 2 3 4 5
handouts were current, accurate, and
relevant to my job needs?

4. As a result of attending the program 0 1 2 3 4 5
or course, I am better prepared to
perform my present duties?

5. The classroom setting helped to 0 1 2 3 4 5
promote learning?

6. Facility specifics were taught where 0 1 2 3 4 5
needed?

7. The classroom training I received was 0 1 2 3 4 5
beneficial to me in my understanding
of facility operations?
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ATTACHMENT 46
TRAINEE CUMULATIVE FEEDBACK EVALUATION

(Continued)

N/A SD D N A SA

8. The information received in training 0 1 2 3 4 5
was accurate and consistent with
information received in the plant?

9. The composition of the group was 0 1 2 3 4 5
appropriate to allow me to gain the
most from the program (e.g.,
participant position, responsibilities,
interests, beginning knowledge level)?

10. My questions were answered 0 1 2 3 4 5
satisfactorily?

11. Overall, the course/program was 0 1 2 3 4 5
beneficial and will help me to better
perform my job?

COMMENTS:
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ATTACHMENT 47
END-OF-COURSE TRAINING EVALUATION

This end-of-course evaluation example provides an alternate format for a questionnaire evaluation instrument.
It is also incomplete, but does provide a model for collecting trainee input on training just received.

Course Title:  Course Date:          /        /        

Instructor:  Trainee Job Title:                                          

We need your evaluation of the training that you have just completed. Please indicate your responses to the
statements below by checking the appropriate box:

1. Program Content: Always Always Sometimes Never Never N/A
Almost Almost

a. This training was
relevant to my job. ~ ~ ~ ~ ~ ~

b. The training was well
organized. ~ ~ ~ ~ ~ ~

c. The training objectives
were clear to me. ~ ~ ~ ~ ~ ~

2. Training Material:

a. The information
provided in texts and ~ ~ ~ ~ ~ ~
handouts was adequate.

b. The text and handout
material were easy to ~ ~ ~ ~ ~ ~
use.

c. The visual aids were of
good quality. ~ ~ ~ ~ ~ ~

3. Instructor:

a. The instructor was
knowledgeable about the ~ ~ ~ ~ ~ ~
course material.

b. The instructor's training
information was well ~ ~ ~ ~ ~ ~
communicated to me.

c. The instructor kept me
interested in the course. ~ ~ ~ ~ ~ ~

d. The instructor
demonstrated enthusiasm ~ ~ ~ ~ ~ ~
for training and the
subject being taught.
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ATTACHMENT 47
END-OF-COURSE TRAINING EVALUATION

(Continued)

4. Training Methods: Always Always Sometimes Never Never N/A
Almost Almost

a. The lectures were well
organized and informative. ~ ~ ~ ~ ~ ~

b. I participated in classroom
discussions. ~ ~ ~ ~ ~ ~

c. Classroom discussions were
useful for clarifying ideas. ~ ~ ~ ~ ~ ~

d. There was an adequate
number of training ~ ~ ~ ~ ~ ~
exercises.

e. Training exercises were
useful in clarifying ~ ~ ~ ~ ~ ~
information.

f. There was enough time
spent on individual ~ ~ ~ ~ ~ ~
exercises.

g. Exams and quizzes were
relevant to the training. ~ ~ ~ ~ ~ ~

h. Exams and quizzes
reinforced the training ~ ~ ~ ~ ~ ~
material.

COMMENTS:
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ATTACHMENT 48
PROGRAM EVALUATION

This questionnaire is an example of a narrative program evaluation, that could be used to comprehensively
evaluate a training program covering many months. Only sections of the program evaluation have been supplied
as a format model. Although classroom and laboratory settings are not included in the figure, they should be
developed as appropriate.

Program:  Facility:  

Date(s) Conducted From:          /        /        To:         /        /        

Evaluator(s):  

In completing the step-by-step procedures of the narrative program evaluation instrument, the evaluator(s) will
be required to respond in various manners at each point in the process. Both objective and subjective data will
be collected. Because of the diversity of the program, some steps may not be applicable, and these steps should
be cited. Examine the applicable training materials and interview instructors, trainees, and trainees' supervisors
to answer the following questions:

Development:

1. Does a written job/task analysis exist for this program? (Cite examples.)

2. Did training personnel and facility technical personnel participate in identifying training needs and
developing training programs? (Describe the process.)

3. How was the job/task analysis used to provide the basis for making decisions regarding program content?
(If a training task list or matrix has been developed for this program, attach a copy.)

4. Were the entry level skills and knowledge of the trainees given consideration when the program was
developed? (Discuss the considerations.)
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ATTACHMENT 48
PROGRAM EVALUATION

(Continued)

Development (Continued):

5. Has the program been compared with current facility procedures and other technical and professional
references to identify training content and facility-specific information for use in developing training
materials?

6. How were the suggested instructional methods or activities developed (task analysis, terminal
performance objectives, enabling objectives, actual experience, test pilot, etc.)?

Additional Remarks:

On-the-Job Training (OJT): 

1. Is in-facility training delivered using well-organized and current materials? (Include samples.)

2. How are training materials kept current with respect to facility modifications and procedure changes?
(Cite examples.)

3. Is OJT conducted by designated personnel who are instructed in program standards and methods? How
are they instructed?
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ATTACHMENT 48
PROGRAM EVALUATION

(Continued)

On-the-Job Training (OJT) (Continued):

4. What are the required qualifications for in-facility evaluators?

5. Are the above qualifications appropriate for tasks being taught or evaluated?

6. What materials are provided for the trainee's OJT? Include samples.

7. Is the trainee provided an appropriate amount of time in which to learn tasks prior to evaluation?

8. What instructional aids are available to the trainee during the OJT process?

Additional Remarks:



DOE-HDBK-1078-94

201

ATTACHMENT 48
PROGRAM EVALUATION

(Continued)

Simulator Training:

1. Do simulator responses emulate those of the plant?

2. Does the simulator hardware resemble that of the Control Room?

3. Is the simulator configuration program effective?

4. To what degree does a nonplant-referenced simulator respond to the trainees' actual plant?

5. Determine if appropriate procedures, references, etc., are available and maintained current:

a. For nonplant-referenced simulators, are actual facility procedures and references utilized and
adapted as appropriate?

6. Do simulator training materials provide for a proper mix of normal, abnormal, and emergency
exercises?
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ATTACHMENT 48
PROGRAM EVALUATION

(Continued)

Simulator Training (Continued):

7. Do continuing training materials effectively incorporate facility and industry events?

8. Does the normal Control Room complement participate in simulator training?

9. Does management routinely observe and evaluate simulator training?

10. Are effective posttraining critiques conducted?

11. Is feedback from trainees and management solicited and used to modify or improve the quality of the
training?

12. Are trainee performance evaluations effectively used to enhance the training program?

13. Do exercises and scenarios effectively support established learning objectives?
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ATTACHMENT 48
PROGRAM EVALUATION

(Continued)

Simulator Training (Continued):

14. Does the content of the training guides support the related classroom instruction?

15. Determine if simulator guides, including exercises and scenarios, are based on sound operating
principles:

a. Do they reflect the manner of conducting business established at this plant?

16. Are learning objectives specific to identified training needs of the plant?

17. Are there learning objectives established for each crew position?

18. Do exercises and instructors challenge trainees to perform to the best of their ability?

Additional Remarks:

(Evaluator)                     

Reviewed By:  
(Training Manager)

cc: File (original)
Training Coordinator
User Organization
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CONCLUDING MATERIAL

Preparing Activity:
    DOE-EH-63

Review Activity: Project Number:

DOE Operations Offices 6910-0042
DP SR
EH
EM
ER
FM
HR
NE
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